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APPEALS 


ia % 1Te529.5 .Un35f£ 197] 
U.S. Civil Service Commission. 


FED facts on employee appeals from adverse actions. Prepared by Office of Public 
Affairs. Washington, U.S. Govt. Print. Off., 1971. Leaflet, (FED facts 11) 


APPLICATIONS FOR POSITIONS 





4- 2 Iel35° .Cl2g 1971 
California. Department of Human Resources Development. 
A guide for preparing your resume. Rev. ed. Sacramento? 1971. 23 pp. 
Outlines data to be included and provides many sample resumes. 
4-3 
Farkas, Andrew. 
Profile of the library job seeker. Library journal, vol. 97, no. 4, February 15, 


1972, pp. 650-652. 

In addition to a profile of applicants for a vacancy at the University of North 
Florida Library, Farkas presents pointers on composing a job resume of value to per- 
sons applying for any position. 


4- 4 1el35 .W62w 
Who's hiring who ... the journal of jobs. How and where to get a better job now! 
Washington, 1971. 158 pp. 
Offers guidelines showing how to get a job and where one is most likely to find the 
employment sought. Also provides a directory of career program services which assist 
in job search and placement. 





AUTOMATIC DATA PROCESSING--EFFECTS 





4- 5 
Coleman, Raymond J. and M. J. Riley. 
The organizational impact of MIS. Journal of systems management, vol. 23, no. 3, 


March 1972, pp. 13-19. 

Looks at the relationship between the Management Information System and top and 
middle management and seeks to identify the reasons MIS has not had greater impact on 
organizations. 


CAREER PLANNING 

4- 6 Iel61 .Un35ca 

U.S. Civil Service Commission. 
Career planning handbook; a guide to career fields and opportunities, GS-1/1l. Pre- 
pared by Bureau of Management Services, Personnel Division, Position and Classification 
Office. Washington, U.S. Govt. Print. Off., 1971. 95 pp. 

"This Handbook is intended to familiarize employees and supervisors with the variety 
of job and advancement opportunities available in the Civil Service Commission. It is 
designed as a reference guide in career planning." 

"The ladders depicted here represent a linking of jobs into a logical sequence where 
certain skills and abilities in one job are credited to the next job on the ladder. 
Similarly, training and experience requirements are outlined in terms of the demands of 
the job." 

No copies available. 


4- 7 Iel61 .Un35s 

U.S. Civil Service Commission. 
Supervisors' guide to job structuring and upward mobility in the CSC. Prepared by 
Bureau of Management Services, Personnel Division, Position Management and Classification 
Office. Washington, 1971. 31 pp. 

A companion booklet to Career Planning Handbook designed to inform the supervisor on 

how job classification fits into overall planning to produce quality end products in 
the areas of job structuring and upward mobility. "The supervisor should, whenever 
possible, design positions so that his various groupings of work will present a clear 
career advancement plan to each succeeding job which will prepare the employee for the 
next job ahead. The ... guidelines show general grouping of kinds of work, level of 
difficulty and responsibility, and qualifications required." 

No copies available. 
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CHANGE, ORGANIZATIONAL 








4- 8 
Hersey, Paul and Kenneth H. Blanchard. 
The management of change. Training and development journal, vol. 26, no. 1, January 
1972, pp. 6-10; no. 2, pp. 20-24; no. 3, pp. 28-33. 

"The purpose of these three articles ... is to provide practitioners with a general 
framework of change theory, hopefully with some strategies that can be used in planning 
and implementing change in their own environments." 

Part One, "Change and the use of power," discusses two kinds of power: position and 
personal. Part Two, "Change through behavior modification," deals with positive and 
negative reinforcement and "extinction."" Part Three, "Planning and implementing change," 
considers variables and strategies involved in effective change and examines Kurt Lewin's 
force field analysis and his three phases of the change process. 


4- 9 Id72 .M330 
Margulies, Newton and Anthony P. Raia, comps. 
Organizational development; values, process, and technology. New York, McGraw-Hill, 


1972. 640 pp. 

"Our intent in this volume, then, is not to present a single, general theory of or- 
ganizational development, but rather to paint a picture of the current state of the 
art. We have attempted to accomplish this in two ways; first, by developing a conceptual 
framework around which the emerging concepts and techniques can be formulated, and 
second, by compiling and integrating some of the relevant literature in the field. The 
format of the book involves the use of both text material and selected readings." 


4- 10 
Randall, Lyman K. 
Common questions and tentative answers regarding organization development. California 


management review, vol. 13, no. 3, Spring 1971, pp. 45-52. 
The definition, origin, theory and practice of organization development are discussed 
in a question and answer format. 


CIVIL SERVICE 
4-11 JK2408 .Ad8s 1972 
Adrian, Charles R. 
State and local governments. 3d_ ed. New York, McGraw-Hill, 1972. 600 pp. 
Includes chapters: Federalism and intergovernmental relations; Executive officers; 
Administration; The bureaucracy. 





4- 12 1c204 .C85p 
Center for Governmental Studies. 
Public service employment programs; an opportunity and a challenge, by Everett Crawford. 
Washington, 1971. 30 pp. 

Pamphlet prepared to assist officials responsible for public service employment pro- 
grams. Covers purposes, planning, organizing, and administrative policy issues. The 
latter section comprises personnal management practices--recruitment, appointment, re- 
tention or dismissal, promotion, transition-to what? 


4- 13 Ie203.1 Box 
Illinois. University, Civil Service System. 
Civil service handbook; directory, statute, rules, resolutions, advisory committees. 
Rev. ed. Champaign, 1971. 47 pp. (No. 14 rev.) 


4- 14 Ial8 .M28m 
Maine. University. Bureau of Public Administration. 

Municipal administrative organization, by James J. Haag. Bangor, 1970. 30 pp. 
(Maine municipal government charter study series no. 4) 

Chapter 2: The chief administrator; Chapter 4: Personnel administration--scope, 
principles, organization, collective bargaining. 





CIVIL SERVICE (Cont'd) 


4s 25 Ic204 .N2le 
National Civil Service League. 
Emergency action plan for public service employment, by Jacob J. Rutstein. Washington, 
1971. l v. 


Suggestions and guidelines to help an employing agency meet program goals in the 
initial hiring phase of the Public Service Employment Program within the context of 
civil service and other public personnel systems. 

Appendix includes survey forms, application forms, and sample rules and regulations. 

Prepared under contract with U. S. Manpower Adninistration. 


CIVIL SERVICE, FEDERAL 
4- 16 
Decision waker I, Government executive, vol. 4, no. 3, March 1972, p. 30. 
A sketch of Jayne Baker Spain, Vice Chairman of the U.S. Civil Service Commission, 
Executive Vice Chairman of the President's Committee on Employment of the Handicapped, 
and advocate of upgrading the role of women in government. 





4-17 Ie388 .Un35rt 
U.S. Civil Service Commission. 
FED facts on reemployment rights of Federal employees who perform duty in the armed 
forces. Prepared by Office of Public Affairs. Washington, JU. S. Govt. Print. Off., 
1972. Leaflet. (FED facts 14) 
Supersedes Pamphlet 51. 


4- 18 Ic26 .Y8fe 1972 
Young, Joseph, ed. 
Federal employees almanac 1972. 19th ed. Washington, Federal Employee's News Digest, 


1972. 156 pp. 


COMMUNICATION TECHNIQUES 





4- 19 
Cundiff, Lester B. 
Communicating with manufacturing employees. Personnel, vol. 48, no. 5, September- 


October 1971, pp. 49-52. 

The manager of the New Castle, Delaware, plant of the Amoco Chemicals Corporation 
packaging division describes three types of communications his company has found to be 
particularly successful: daily information bulletins, management "advisories," and 
feedback meetings. 


4- 20 1e552 .D23h 
D'Aprix, Roger M. 
How's that again? Homewood, I111., Dow Jones-Irwin, 1971. 162 pp. 


The author, a company writer and communications manager, presents what he feels are the 
important elements of an effective communication. The mechanics of writing, the various 
types of communications (memo, reports, etc.), and the audience (internal and external) 
are discussed. 

31 
Haskitt, Harold 0., Jr. 
When speaking from manuscript; say it and mean it. Personnel journal, vol. 51, no. 2 
February 1972, pp. 108-112. 
A guide for executives on how to personalize and deliver prepared speeches. 


> 


Z 


? £2 
Ross, Irvin 
Five ways to talk back to your boss (and get ahead). [The Secretary, vol. 32, no. 3, 
March 1972,-pp. 8-9, 22-23. 
The success of communicating critical comments to your boss depends on your approach 


and your ability to listen. Gives pointers on oftering criticism constructively. 
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COMMUNLCATION TECHNIQUES (Cont'd) 





4- 23 
Kleber, Louis C. 
Identifying with the firm--a problem in employee communications. Management controls, 
vol. 19, no. 2, February 1972, pp. 23-25. 
The importance of management-employee communication in maintaining an employee's 


loyalty and interest is emphasized. The primary responsibility in this area is seen to 
be that of management. 


4- 24 
Beilis, Michel. 
How to hold a conference--and like it. Training and development journal, vol. 26, 
no. 2, February 1972, pp. 10-12. 
"The effects of environment on communications in group meetings." 


CREATIVE THINKING 





4- 95 1e405.2 .D26c 
Dauw, Dean C. and Alan J. Ffedian. 
Creativity and innovation in organizations. Dubuque, Iowa, Kendall/Hunt, 1971. 253 pp. 


Includes articles on recent research and theory avout creativity in executives and 
managers, an area not as widely surveyed as creativity in students. There is also a 
section comparing creative individuals with the less creative, 

Partial contents: Creativity in organizations; Vocational interests of highly creative 
computer personnel; Creativity and vocational needs of clerical personnel; Mental health 
in managers: a corporate view, all by Dean C. Dauw; How can we cope with future shock? 
Some strategies to enrich the organization; Executive career guidance, all by Dean C, 
Dauw and Alan J. Fredian; The Marathon Group: intensive practice of intimate inter- 
action, by George R. Bach. 


Z 


+= 26 
Dreyfack, Raymond. 
One more good idea and you'll go broke? Nation's business, vol. 60, no. 2, February 


1972, pp. 50-52. 
Discusses encouraging creativity while being cautious about brainstorms and avoiding 
rash decisions. Guidelines and suggestions are proposed by executives. 
4- 97 
Stievater, Susan M. 
A comprehensive bibliography of books on creativity and problem-solving from 1950 
to 1970. (Three parts). Journal of creative behavior, vol. 5, no. 2, Second 
quarter, 1971, pp. 140-151; no. 3, Third quarter, 1971, pp. 201-224; no. 4, Fourth 
quarter, pp. 291-297. 


DECIS LON-MAKI NG 


/ 
4- 98 
Benton, Lewis R. 
When you have to make a decision. Supervisory management, vol. 17, no. 2, February 


1972, pp. 18-26. ; 
Discussion of the elements involved in decision making, types of decisions, and 
a > rs ain .1 
importance of follow up once a decision has been made. Excerpt from author's forth- 
coming book, Management and Supervision. 





4- 99 HA29 .B/3p 

Braverman, Jerome D. 
Probability, logic, and management decisions. New York, McGraw-Hill, 1972. 474 pp. 

The approach is to analyze a complex decision situation from a logical standpoint, 

and then apply concepts of probability and bayesian decision theory to achieve a more 
optional solution. "Statistics and statistical inference are considered first as a 
method of analyzing data and providing inputs to the decision model and then in the 

context of classical decision-making techniques." 





DISADVANTAGED 


4- 30 
Horgan, Neil J. 
Upgrading underqualified minority workers. Personnel, vol. 49, no. 1, January-February 


1972, pp. 59-64. 

"A four-stage program is described here, one designed to give management the in- 
formation to determine its present level of effectiveness ... and to develop objectives, 
policies, and programs to upgrade its currently underqualified minority employees." 
Stages include: taking an inventory; job/man matching presently and potentially; train- 
ing; and evaluating policies and programs. 


4- 31 Iel52 .M58p 
Michigan. University-Wayne State University. Institute of Labor and Industrial Relations. 

Placement and after; a manual for coaches and other employment workers, by Jesse 

Gordon and John C. Erfurt. Ann Arbor, 1971? 236 pp. 

"An empirically derived manual of techniques for employment workers ... based on 
analysis of coded critical incidents collected from job coaches in Jobs-Now." 

"Each chapter covers a ... problem area, the objectives of the employment worker's 
activities in relation to the problem, the strategies used, and the agency resources 
and structures required for effective use of the strategies." 

Prepared under contract with U 


- S. Manpower Administration. 


4- 32 Iel52  .N42ne 
New York (State). Division of Employment. 
New York State Employment Service and the disadvantaged of New York City. Prepared by 
Economic Field Services Unit, Research and Statistics Office. New York, 1971. 31 pp. 
Spells out various ways in which the Employment Servicé assists the disadvantaged in 
New York City and indicates some of the linkages with other agencies required for the 
implementation of viable manpower services. 


4- 33 lel152.5 .Un76m 

U.S. Department of the Navy. 

Matching social action programs with management needs; a manager's guide to the em- 

ploynent and development of the disadvantaged or underemployed, prepared by Office of 

Civilian Manpower Management. Washington, 1972. 30, 12 pp. (OCMM instr 12300.1) 
"Guide provides general information about the purpose, criteria, and application of 

the various social action prograns to hire, train, develop, and utilize disadvantaged 
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4- 34 
Glueck, William F. and Dragoljub Kavran. 
Worker management in Yugoslavia. Business horizons, vol. 15, no. 1, February 1972, 
pp. 31-39. 
Recognizing that increased participation in decision making and economic incentives are 
two ways of improving employee productivity, the author describes the workers council 
system in Yugoslavia--a seemingly successful approach that embodies both methods. He also 
discusses American economic and noneconomic incentive plans and mentions European practices. 


/ 9 
ii 32 
reshing, William A. 
Participative management motivates. Journal of systems management, vol. 23, no. 3, 
March 1972, pp. 28-31. 

Reviews the main concepts of McGregor, Herzberg, Maslow, and Likert and offers 
participative management as a useful technique for providing employees with mor: 
satisfying and interesting jobs. 

4- %F 


36 
Rubinstein, Sidney P. 
Participative problem solving. Manage, vol. 24, no. 5, March-April 1972, pp. 6-11 
From his observations of Japanese worker-foreman relationships in problem solving, 
Rubenstein urges scientific application of the same principles, i.e. participative manage- 
ment, in the United States and comments on the effect on worker, supervisor and organi- 
zation. 
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EQUAL OPPORTUNITY IN EMPLOYMENT 





4- 37 
Blodgett, Timothy B. 
‘Borderline black' revisited. Harvard business review, vol. 50, no. 2, March-April 


1972, pp. 132-134, 136, 138-139, 

Article is in response to Theodore V. Purcell's, "Case of the Borderline Black," 
published in Harvard Business Review, November-December 1971. (see Personnel Litera- 
ture, December 1971, item 12-50). Readers' letters are excerpted here and Pu cell 
offers a rejoinder. 





4- 38 
Boehm, Virginia R. 

Negro-white differences in validity of employment and training selection proce 
summaryaf research evidence. Journal of applied psychology, vol. 56, no. l, 
1972, pp. 33-39. 

Examines 13 recent studies on the premise that "if the same procedures used in a 
selection situation demonstrate either significantly different validities for these groups 
or significant validity for one group but not the other, the implications are serious 








¢ ‘ ‘ s + . — want annartu ¢ and 
both from the viewpoint of those concerned with equal employment opportunity and 
users of selection tests."" Finds that "overall, there is very little evidence of nal 
: saz ‘ SAtity y _ snk to thadaloo: ¢ he study.’ 
ferential validity, and single-group validity appears linked to methodolog £ th idy. 
Ae Iel52 .D63s 


District of Columbia. Office of Human Rights. 





Staffing patterns in the government of the District of Columbia. b search 
Division of the Office of Human Rights. Washington, 1972. : 

Includes data on blacks and women in the District of Columbia t, 1964-19 
race and sex by age, education, length of service and salary; new d ions 
by race and sex, education and salary; black/white salary differen s d 


worst departments. 


4e 40 


Meitzer, Bernard D. 
Labor arbitration and overlapping and conflicting remedies for employment discrimina- 
tion. University of Chicago law review, vol. 39, no. 1, Fall, 1971, pp. 30-5 


Discusses friction that can result from the interaction between arbitration and 
remedies provided by Title VII of the Civil Rights Act of 1964. 


4- 4] 
Nash, Peter G. 
Affirmative action under Executive Order 11,246. Industrial relations law dig » 
vol. 14, no. 3, January 1972, pp. 34-36. 
Executive Order 11,246 requires government contractors to take affirmativ 


action "to ensure that hiring and promotion of their employees will be on a non- 


discriminatory basis."" Nash describes the efforts of the Office of Federal Contr 


Compliance tc 





give content to this requirement and also to avoid reverse discrimina- 


tion. | 
Condensed from New York University Law Review, vol. 46, April 1971, pp. 225-261. ‘ 

4- 42 Iel52.9 .R15: { 
Rand Corporation. . 
Racial discrimination in the job market; the role of information and search, 
McCall. Santa Monica, Calif., 1970. 28 pp. (Memorandum RM-6162-OE0 7 
Research study regarding values attached to discrimination in selection of non-whit« é 

and white applicants and then relating these values to the business cycle and economic : 


conditions. 
Prepared under contract with Office of Economic Opportunity. 


4- 43 [el52.9 St&d 
Strauss, Robert P, 
Discrimination against Negroes in the labor market; the impact of nopol ower 
Negro male employment patterns. Madison, University of Wisconsin, Institute f 
ssearch on Poverty, 1970? 72 pp. 


‘e | 


Purpose of study was "to measure sensibly the absence or presence of job d 


1C¢ Gise i i 
tion against Negro males at a monent in time. Occupational and industrial exclusion is 
widely believed to exist, and it is the task of this study to indicate wher » indus- 


trially and occupationally, this has occurred." 











EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 








4- 44 le152 .Un665n vol, 2 
U.S. Manpower Administration. 
Negro employment in the South; the Memphis labor market. Washington, U.S.Govt. Print. 


OFE., E971. 57 pp. (Manpower research monograph, no. 23) 

Pages 24-30: Public sector employment, including Federal; tables 20-24: Negro em- 
ployment in Tennessee state government, Shelby County government, in Memphis city 
government, in public safety occupations, and in Federal employment, by pay system and 


race. 
4- 45 
U.S. President, 1969- (Richard M. Nixon) 
Equal Employment Opportunity Act of 1972. Weekly compilation of Presidential docu- 


ments, vol. 8, no. 13, March 27, 1972, p. 679. 


Statement by the President upon signing the bill into law, March 25, 1972 (Public 
Law 92-261 approved March 24, 1972). 


EXECUTIVES 


4- 46 

Brown, James K. 
The board of directors and its work routine. Conference Board record, vol. 9, no. 3, 
March 1972, pp. 36-42. 

Article discusses "the consensus of the responses of senior executives in 129 manu- 
facturing companies participating in the Conference Board’s latest Survey of Business 
Opinion and Experience."'" Items covered include: number of board meetings held yearly, 
attendance, time spent on board business, topics discussed, and how members and outside 
directors are informed of company affairs. 


4- 47 
McDonald, Alonzo. 
Conflict at the summit: a deadly game. Harvard business review, vol. 50, no. 2, March- 


April 1972, pp. 59-68. 

A warning against intensive conflict at the top management level which can be de- 
structive not only for the participants but for the entire organization. Characteris- 
tics and motivations of top executives are examined, approaches to summit management 
suggested, and criteria for executive selection likely to reduce conflict noted. 


4-48 
MacKenzie, R. Alec. 
Are executive secretaries obsolete? Personnel, vol. 48, no. 5, September-October 
1971, pp. 60-64. 
"A rejoinder to Robert Townsend's theory that every executive should fire his secre- 
tary." Can the executive best undertake his secretary's job? 


4- 49 Iel24 .N21n 1970 
National Association of Counties. 
A national survey of the county executive and the county administrator; a NACO re- 
search report prepared in cooperation with members of the National Association of County 
Administrators. Washington, 1970, 10 pp. 
Survey of 183 county executives covers qualifications requirements, salary ranges, 
powers and responsibilities, and functions, 
At head of title: A new county survey. 


EXECUTIVES--ABILITIES AND CHARACTERISTICS 





4- 50 

Adcock, Robert L. and John W. Lee. 
Time, one more time. California management review, vol. 14, no. 2, Winter 1971, 
pp. 28-32. 


Ten principles of time management were formulated and tested on sixty-four managers 
and found not to be in general use. Included in the research were principles per- 
taining to planning, organizing, and controlling. 
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4- 51 _ _ 1d33 .Aq3c 
Aquarius, Qass,/pseud/. 
The corporate prince; a handbook of administrative tactics. New York, Van Nostrand 


Reinhold, 1971. 104 pp. 

Considers tactics as the administrators' tools--the means by which they do their jobs 
and execute their plans. Brief commentaries on such topics as "Divide and conquer," 
"Act, don't react," and "Set up straw men." Arranged by operating, timing and nego- 
tiating tactics. 


4- 52 1el24.9 -C79c 
Copeman, George H. 


The chief executive and business growth; a comparative study in the United States, 


Britain and Germany. New York, Leviathan House, 1971. 362 pp. 

A study of the skills and work methods of 103 chief executives gleaned from a survey 
analysis. Includes a section on chief executive attitudes and characteristics as well 
as a problem-solving index. 

4- 53 
Cummings, John. 
Bosses you all remember ... sometimes. Supervision, vol. 34, no. 3, March 1972, 
pp. 6-7. 
Discusses the supervisor's boss--the liaison between him and top management. Six 


types of bosses are described. Those in "the other 95 percent" group are noted as 
the ones who "make the job worthwhile." 
l 


4- 54 
Dailey, Charles A. Id33 .Dl4e 
Entrepreneurial management; going all out for results. New York, McGraw-Hill, 1971. 
199 pp. 
"This is a d00k about managerial courage. ... The most essential type of manage- 
ment is the entrepreneurial." The author discusses the abilities and characteristics 


of the “entrepreneurial manager" and his place in corporations and large institutions. 
He points out how such individuals can become essential members of today's multiechelon 
management team. 


4- 55 1d33 .F66c 
Flory, Charles D. and R. Alec Mackenzie. 
The credibility gap in management. New York, Van Nostrand Reinhold, 1971. 107 pp. 


The authors discuss what they mean by the creditility gap and present the reader 
with cases and illustrations. Partial contents: Effects of a credibility gap; Manager 
behavior that produces credibdility gaps; Employee attitudes that widen the credibility 
gap; How managers foster believability. 

4- 56 

Monsen, R. Joseph. 
The unrecognized social revolution: the rise of the new business elite in America. 
California management review, vol. 14, no. 2, Winter 1971, pp. 13-17. 

Author's thesis is that greater mobility for those from lower and middle class back- 
grounds exists today because of an increase in corporate mergers and in the avail- 
ability of education. The family background, education and occupation of today's 
executive are considered aid the growing importance of the successful businessman in 
politics is discussed. 


~ % 

Palmer, Michael. 
The application of psychological testing to entrepreneurial potential. California 
management review, vol. 13, no. 3, Spring 1971, pp. 32-38. 

Palmer identifies the successful entrepreneur as the one who is able to correctly 
interpret a risk situation and then make the right decision to minimize that risk. 
Psychological testing of the entrepreneur should, therefore, be directed toward the 
measurement of one's perception of and ability to handle risk. 

4- 58 
Sauerhaft, Stan. 
A guide to executive con men. Dun's review, vol. 99, no. 3, March 1972, pp. 54-57. 


A warning to the unwary on how to spot certain types of deceit in executives and be 
prepared to handle them for what they are. Four "specimens" are humourously charac- 
terized: the parasite, the avoidist, the consummate bureaucrat, and the fashionable 
role-player. 






































EXECUTIVES- -HEALTH 


4- 59 

Constandse, William J. 
A neglected personnel problem. Personnel journal, vol. 51, no. 2, February 1972, 
pp. 129-133. 

The college-educated executive over 40 often experiences job frustration mainly be- 
cause he is undergoing a climacteric period of his life. The advice: the 
reexamine his definition of success, his capabilities and his goals. 

4- 60 
Hockenberry, Scott. 


executive should 


Dealing with managerial menopause. Management review, vol. 61, no. 2, February 1972, 
pp. 44-46. 

Discusses the "melancholia" that affects the middle-aged executive as he ponders 
whether or not he has reached his career goals. Psychologists and psychiatrists de- 
scribe the problem and the types of men it affects. 
to cope with the phenomenon is described. 

Condensed from Iron Age, November 18, 1971. 

4+ 61 
Steiner, Jerome. 


A program implemented by Alcoa, 


What price success? Harvard business review, vol. 50, no. 2, March-April 1972, 
pp. 69-74. 

A case study of one executive facing a personal crisis is used to point out the ways 
in which corporate advancement and increased responsibility can be the cause of physical 
ailments, family discord, and vocational stress. , 


EXECUTIVES--PAY 





4-62 
Holzman, Robert. 
How to get fired--profitably. Dun's review, vol. 99, no. 3, March 1972, pp. 73-74, 77. 


Steps to "soften the financial blow'' suggested for the "de-hired" executive 
include how to strengthen his bargaining position and ways to save on income tax on 
"de-hired" income. 


EXECUTIVES- -RECRULTMENT 
4-63 
Kleinschrod, Walter A. 


What you always wanted to know about executive recruiters 
Administrative management, vol. 





--- but were afraid to ask. 

33, no. 2, February 1972, pp. 24-26, 28-30. 

The president of a search consultant organization for executive recruitment discusses 
“the function and methods of his organization and of similar ones. Questions and answers 
relate to differences between employment agencies and search organizations, recruitment 
procedures, and the plight of the unemployed executive. 

4- 64 

Recruiters are back at the B-schools again. Business 
pp, 54, 56. 

Details on the current recruiting-and hiring patterns of 
ployers are in the market again. 


week, no. 2220, March 18, 1972, 


MBA's indicate that em- 


4- 65 
Why companies go outside for new bosses. Business week, no. 2217, February 26, 1972, 
pp. 82-83. 


Corporations are increasingly going outside to fill high-level jobs. Some of the 
reasons are: fast growth often outstrips capabilities for developing internal manage- 
ment talent, sagging profits suggest the need for a change in management style, and 
new priorities call for talent not available internally. 
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EXECUTIVES- -RESPONSIBILITIES 





4- 66 
Mace, Myles L. 
The president and the board of directors. Harvard business review, vol. 50, no. 2, 


March-April 1972, pp. 37-49. 
This study of boards of directors in manufacturing, mining and retailing companies 


suggests that boards often fail to Operate effectively. The author points out what they 


do and do not do and suggests a five point program for more active board participation. 
He also identifies the "critical and controlling role of presidents." 
4- 67 
Senger, John. 
[he co-manager concept. California management review, vol. 13, ao. 3, Spring 1971 
pp. 77-83. 
As a solution to the problem of finding managers who can cope successfully with 
both task functions and social-emotional duties of the organization, Senger proposes 
the use of co-managers, each of whom could specialize in managing a logical cluster 
of organizational requirements. 


4- 68 
Weinwurm, George. 
[he practical endowment of management, California management review, vol. 13, no. 3, 


Spring 1971, pp. 25-31. 

Thor - > - lo 7 -~a 4 . n= , _ . 

Thoughts on tomorrow's industrial society, demands that will be made on management, 
and the obligations of managers to develop both empirical and theoretical approaches con- 
sistent with the needs of our current and future institutions. 


EXECUTIVES- -SELECTION 





4- 69 

Fitzgerald, T. H. and H. C. Carlson. ; 
Management potential: early recognition and development. California management re- 
view, vol. 14, no. 2, Winter 1971, pp. 18-23. 


"... Summarizes the major issues and options involved (for large organizations...) 
in the rational selection of managers by managers...."' Author discusses two basic 
EIDMP approaches. One emphasizes the individual as leader; the other focuses on 
variables in task and adaptive behavior and the organization matrix in which they are 


performed. 


4- 70 
Rawls, Donna J. and James R. Rawls. 
The latent manager: identifying him. California management review, vol. 14, no. 2, 


Winter 1971, pp. 24-27. 

Recognizing the necessity for early identification and development of managerial 
potential, the authors investigated the use of biological information and personality 
characteristics in identifying college seniors with managerial potential. Findings in- 
dicated the method is a promising one for recruitment and selection purposes. 


EXECUTIVES- -TRAI NING 





4- 71 
Chandier, W. Porter, III, /pseud./ 
A lot of learning is a dangerous thing. Harvard business review, vol. 50, no. 2, 


March-April 1972, pp. 122-131. 
A profile of the typical executive moving from the beginning to the top ranks suggests 
that total commitment is required and that outside interests only impede his climb. For 
this reason the author opposes staffing executive jobs with those with liberal educations 
and intellectual concerns and favors reliance on those thoroughly grounded in business. 
Whether the author's sentiment is satirical is debatable. 











































EXECUTIVES--TRAINING (Cont'd) 


4- 72 Iel24 .D85p Mye 
Dubrin, Andrew J. 
The practice of managerial psychology; concepts and methods for manager and organization 
development. New York, Pergamon, 1972. 326 pp. 
"Presents a variety of innovative, conceptual schemes to enable the practitioner, 
student, and manager to understand the underlying factors that will determine if and 
to what degree psychological intervention will be beneficial, meaningless, or harmful 
to an organization." Defines managerial psychology and shows its applications to Ro 
manager development, preventing obsolescence, conflict resolution, motivation, and 
organization development. Includes case studies. 





4- 73 
Famigletti, Len. 
Executive interchange plan seen as full grown project. Federal times, vol. 8, no. ILE, 
March 15, 1972, p. 13. 
Report on the program désigned to give executives from industry and the Federal 4 
government an opportunity for experience in the opposite sector. Comments by Mrs. Jayne Si 


B. Spain, Vice Chairman, U.S. Civil Service Commission, are included. 


4. 74 
Fulmer, Robert M. 
The future of training for the future. Training in business and industry, vol. 9, 


no. 2, February 1972, pp. 40-41. 

The tremendous growth in knowledge calls for management training that is future 
oriented, While managers can not be taught exactly what to do in the future, they should 
be helped to accommodate to change. Three techniques to give them flexibility are 
suggested. 


™ 


4- 75 

Gooding, Judson. 
A fourteen-week pressure cooker for tomorrow's top managers. Fortune, vol. 85, no. 2, 
February 1972, pp. 108-113, 151-152. 

Describes the training methods used in Harvard Business School's Program for Manage- 
ment Development and relates the evaluation of some industrial participants. The pro- 
gram aims to give promosing young executives a broadened view of the corporate world 
and prepares them for future contingencies. Most of the participants work for major 
corporations, but each class includes a few government officials, military officers, 
business entrepreneurs, professional men, and women. 


4- 76 
Green, Thad B. and Morton Cotlar. 
Mastering managing... Manage, vol. 24, no. 5, March-April 1972, pp. 28-37. 


Describes a Video-Audio Participative (VAP) system of teaching and learning which 
employs such teaching techniques as case method, role playing, and simulation, by 
video and audio means. The system was developed "to train potential managers in the 
basic principles and concepts of management, moving towards mastering the task of 
managing." 





4- 77 

Mace, Don, Jr. ; : 
FAA maps executive development. Federal times, vol. 8, no. IE, March 15, 1972, 
pp. 1, 30. 


" ., The thrust of the program is to form an orderly method of identifying potential 
in managers for the top posts, but not to freeze out the older, experienced executives.’ 


' 


4- 78 

Myerson, Kathleen R. and Cezarina A. Falting. } 
The ADP Management Training Center. American county, vol. 36, no. 10, November 1971, | 
pp. 30-32. 


History and description of the U. S. Civil Service Commission's ADP Management 
Training Center and its programs. Courses for 1972, in Washington and the Regions, 
are listed. 




















EXECUTIVES--TRAINING (Cont'd) 





4-79 
Myerson, Kathleen and Cezarina Palting. S/1 
ADP Management Training Center. Government data systems, vol. 1, no. 7, November- 


December 1971, pp. 20-24; vol. 2, no. 1, January-February 1972, pp. 16, 18, 20. 
Two part article on the U.S. Civil Service Commission's ADP Management Training 
Center. Considers objectives and types of training offered and lists courses. 


4- 80 
Roche, Seamus G. and John Waterston. 
Coverdale training: building on ability. Training and development journal, vol. 26, 


no. 2, February 1972, pp. 44-45. 

Explains the system of management training developed by the British industrial 
psychologist Ralph Coverdale. It enables the manager to learn from experience and to 
acquire skills for working with others through practice. Cites its use in organiza- 
tion development and provides examples of its application. 


4- 81 
Sargent, Frank H. 
A multi-dimensional approach to business. Business perspectives, vol. 8, no. 2, 


Winter 1972, pp. 3-10. 
"The purpose of this article is to discuss the multidimensional nature of the 
challenges which are arising out of the present period of rapid change and to describe 


... efforts at Norwich University to meet these challenges." The author, a business 
professor, refers to the new type of organization man as one who must be a "humanistic- 
realistic manager."" He discusses the role of the business school in preparing him 


to cope with the problems of the 1970's and 1980's. 

4- 82 

Thorley, S. 
What can we do about evaluating management development? Training in business and 
industry, vol. 9, no. 2, February 1972, pp. 34-36. 

Recognizing the necessity of properly evaluating management training and development, 

the author discusses three methods: opinion surveys, objective measurement of on-the-job 
performance, and an overall evaluation of the total growth of people in the organization. 


He points out problems of application and concludes that many approaches are called for. 


4- 83 

U.S. Department of the Air Force. 1e424.53 .Un455a 
An analysis of the system for determining and validating Air Force professional educa- 
tion requirements, by Gene E. Talbert, John P, Hourigan, and James L. Hoyt. Maxwell 
Air Force Base, Ala., Air Force Systems Command, Air Force Human Resources Laboratory, 
Professional Education Division, 1971. 95 pp. (AFHRL-TR-71- 3) 

Develops a model of the "current processing procedures, information flows, and 
interrelationships among the agencies, programs, and structures which together comprise 
the educational system and its embedding environment." 

Procedural modifications are suggested but with the conclusion that benefits from 
"ready solutions" may be more apparent than real when considered from the overall 
system's point of view. 


FREEDOM OF INFORMATION 
4- 84 
U.S. President, 1969- (Richard M. Nixon) 
Classification and declassification of national security information and material. 
Weekly compilation of Presidential documents, vol. 8, no. 11, March 13, 1972, 
pp. 542-550. 
Statement by the President upon establishing a new classification system and direct- 
ing the acceleration of publication of the "Foreign Relations" series; Executive 
Order 11652; the President's order designating certain offices in the Executive Office 
of the President as possessing authority to classify material "top secret." All are 
dated March 8, 1972. 
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FRINGE BENEFITS 
— = === Ie537 Box 


4- 85 

Association of Washington Cities. ; _ - — 
Washington municipal salaries and fringe benefits in 1971. Seattle, Washington, ig 
69 pp. (Information bulletin no. 329) 


Compilation of salaries paid for 55 different classifications of positions in 137 
municipalities and checklist of their fringe benefits, including vacations, holidays, 
insurance, overtime and longevity increases. 


4- 86 
Gildea, Joyce A. ; . 
What's happening in employee benefit communications: Pension and welfare news, 


vol. 8, no. 3, March 1972, pp. 31-32, 34-35, 49. ; 
Reports on survey of major U.S. and Canadian companies to discover th extent of 

efforts that companies make to communicate benefit information to employees. Findings 

relate to media and methods, expenditures, personnel involvements, trends and practices. 


4- 87 1e537 Box 1971 
League of Kansas Municipalities. 
Salaries and selected fringe benefits of Kansas cities. Topeka, 1971. 68 pp. 


Pay data for cities of various sizes for selected occupational categories, and fringe 
benefit data on holidays, hours, and vacations. 


GRIEVANCES 


4- 8% 
Wiggins, Ronald L. 


The arbitration of industrial engineering disputes. Washington, Bureau of National 
Attairse, inc., 1970. 350 pp. 


HD5481 .W64a 


An analysis of 502 arbitration cases (from vols. 1-51 of BNA's Labor Arbitration) 
reflecting job structuring or work performance in order to develop criteria applicab] 
to the arbitration of industrial engineering disputes. Covers management and union 
"rights"; a fair day's work; classification and evaluation issues; standards and in- 
centive issues; methods and processes; the impact of change on jobs; workload and crew 
size; standards problems; and arbitrator qualifications. 


GROUP RELATIONS 





4- 89 1d214.9 .P97i 
Purdue University. Krannert Graduate School of Industrial Administration. 

The interaction of group size and task structure in an industrial organization, by 

Robert C. Cummins and Donald c. King. Lafayette, Ind., 1971. 12 pp. (Paper no. 295) 

Results of research study investigating effects of group size and task structure on 
productivity and leader member relations suggest that in groups with median size of 20; 
size is directly related to performance in highly structured tasks and unrelated in less 
structured tasks. 

4- 90 Ie610.9 .P97r 
Purdue University..Krannert Graduate School of Industrial Administration. 
Race and competence as determinants of acceptance of newcomers in success and failure 
work groups, by Howard L. Fromkin, Richard J. Klimoski, and Michael F. Flanagan. 
Lafayette, Ind., 1970. 31 pp. (Paper no. 279) 

Findings indicate preference for high competent newcomers as compared to low com- 
petent ones, regardless of race or performance feedback. However, success group pre- 
ference for low competent white newcomers as compared to low competent Negro newcomers 
was less pronounced in failure groups. 


HANDICAPPED 
A Of 1e361.5 .Un35em 
U.S. Civil Service Commission. 


Employment of the mentally restored in Federal service. Prepared by Bureau of Recruit- 


ing and Examining, Manpower Sources Division, Office of Public Policy Employment Pro- 
grams. Washington, 1971. Leaflet. (BRE-6) 
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HANDICAPPED (Cont'd) 


4- 92 1e361.5 .Un35h 1970 
U.S. Civil Service Commission. 
Handbook of selective placement in Federal civil service employment of the physically 
handicapped, the mentally restored, the mentally retarded, the rehabilitated offender. 
Prepared by Bureau of Recruiting and Examining, Manpower Sources Division, Office of 
Public Policy Employment Programs. Washington, U.S. Govt. Print. Off., 1970. 48 pp. 
(BRE 12) 

Presents in one convenient reference all the facts about Federal employment of the 
handicapped. Its purpose is to facilitate the present teamwork between government 
officials and rehabilitation personnel in the effort to maintain the vitality of 
selective placement programs. 

Available from U. S. Govt. Printing Office, $.60. 


HEALTH, EMPLOYEE 

4- 93 

Meineker, Robert L. 
Psychology of work. Journal of occupational medicine, vol. 14, no. 3, March 1972, 
pp. 212-215. 

Some observations on the nature of work, the need of the individual for work and 
the psychology of the work environment. The author, a psychiatrist, finds work essen- 
tial to emotional well-being. 

HOURS OF WORK 

4- 94 

Dobelis, M. C. 
The three-day week--offshoot of an EDP operation. Personnel, vol. 49, no. 1, January- 
February 1972, pp. 24-33. 

The realization that a computer must be utilized twenty-four hours a day, six or 
seven days a week has led to a three-day twelve-hours-a-day work scheme at several 
insurance companies. Two such plans are described. A separate section considers what 
employees are doing with their extra free time. 





4- 95 
Hoffman, Eileen B. 
The four-day week raises new problems. Conference Board record, vol. 9, no. 2, 


February 1972, pp. 21-26. 

Obstacles experienced by U.S. companies adopting a shorter work-week include 
scheduling difficulties, union attitudes, employee reactions, legal constraints. Pay 
problems encountered are associated with base pay arrangements, overtime practices, 
vacations, holidays, sickness, and personal time-off policies. Findings are drawn from 
reports and surveys. 

4- 96 
Shorter work week results in higher employee morale. Administrative management, vol. 33, 
no. 2, February 1972, p. 9G. 

Findings of an Administrative Management Society survey indicate that the majority 
of respondents have no current plans to shorten their work week, but those companies 
that have tried it report a boost in morale. 


4- 97 
Stover, W. Robert. 
Personnel management innovations in Europe. Personnel journal, vol. 51, no. 2, 


February 1972, pp. 113-115. 

Suggests American adaptation of the German "gliding worktime" system which permits 
scheduling of flexible work hours for many employees. It is now being successfully 
practiced in such companies as Lufthansa and Boelkow. Benefits reported include in- 
creased productivity, lowered absenteeism, and the return of mothers to the work force. 
Noted for export from the Netherlands is the pairing of mothers for full-time jobs. 
Recommends that American firms also examine the way Europe's fringe benefits fit tnto 
its total business picture. 


HUMAN RELATIONS 





4- 98 

Becker, Theodore M. and Robert N, Stern. 
The human relations business: information and guidelines for clients of consulting firms. 
MSU business topics, vol. 20, no. 1, Winter 1972, pp. 44-52. 

Article reports on a survey of twenty five firms consulting on "human relations" 

and aims to assist management in learning more about the human relations consulting 
field and to point out areas of concern for the consultants. Covers how consultants 
work, their qualifications, and consultants as businessmen. 


INDUSTRIAL RELATIONS 

4-99 

Krislow, Joseph and John F. Mead. 
Labor-management attitudes toward mediation. Personnel journal, vol. 51, no. 12, 
February 1972, pp. 86-94. 

A survey of union and company representatives in the Southeastern states, reveals 
that "generally management and labor have similar views regarding mediation." Find- 
ings are also reported on characteristics and performance of the mediators and on 
the type of assistance desired. 





4- 100 
Stanton, Erwin S. 
White collar unionization: new challenge to management. Personnel journal, vol. 5l, 


no. 2, February 1972, pp. 118-124. 

Assigns two reasons for the increase in white collar unionization: the economics of the 
labor union and the changing patterns of value, attitudes and expectations of the white 
collar worker. Reviews strategies through which companies can prevent white-collar 
unionization and those they can use in a counter campaign in the face of an attempted 
unionization drive. 


INSURANCE , HEALTH 
4- 101 1e569 .C76n 
Conference on National Health Insurance. 
National health insurance; proceedings of ..., ed. by Robert D. Eilers and Sue S. 
Moyerman; sponsored by Leonard Davis Institute of Health Economics, University of 
Pennsylvania. Homewood, ill., R. D. Irwin, 1971. 349 pp. 
",... The focus of the National Health Insurance Conference was directed to an 
analysis of the impact of specific national health insurance proposals in certain 
critical areas: the consumer, costs, health care providers, and financing." 


4- 102 1e564.9 .J62s 
Johns Hopkins University. School of Hygiene and Public Health. 
The social security disability program; an evaluation study, by Richard T. Smith and 
Abraham M,. Lilienfeld. Washington, U.S. Govt. Print. Off., 1971. 297 pp. 
(Research report no. 39) 
Authors draw comparisons between denied and allowed disability applicants in terms 
of post-decision experience and individual characteristics. Implications of denial 
for the individual are explored as well as the relation of denial-to social welfare 
concepts in society. 
Prepared under contract for U.S. Social Security Administration. 
4- 103 
Mueller, Marjorie S. 
Private health insurance in 1970: population coverage, enrollment, and financial 
experience. Social security bulletin, vol. 35, no. 2, February 1972, pp. 3-19. 
Statistics relate to percentage of the population under 65 years of age. 
4- 104 
Fhe tation's health: some issues. Annals of the American Academy of Political and Social 
Science, vol. 399, January 1972, entire issue. 
Partial contents: The physician "shortage"; the economists' mirror, by Michael 
Lynch; Cost-benefit analysis of health service, by Robert N. Grosse; The impact of pre- 
paid group practice on American medical care: a critical evaluation, by Merwyn R. Green- 
lick; Medicare and Medicaid, by Howard N. Newman; National health insurance; an idea 
whose time has come? by Sylvester E, Berki. 
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INSURANCE, HEALTH (Cont'd) 





4- 105 1e569 .P28n 
Pauly, Mark V. 
National health insurance: an analysis, Washington, American Enterprise Institute, 
1971. 48 pp. (Special analysis no. 8) 


Background data, major proposals currently before Congress, the Administration 


proposal, alternative proposals and a variable subsidy insurance proposal. 


INTERGOVERNMENTAL RELATIONS _ 
4- 106 Tel52 .Am3s 
American Enterprise Institute for Public Policy Research. 

Special revenue sharing for manpower training and employment programs. Washington, 


1971. 16 pp. (Legislative analysis no. 10, 92nd Cong.) 
Background data, analysis, and main provisions of the proposed Manpower Revenue 
Sharing Act of 1971, including brief summary of the main arguments. 


4— 107 
McCoy, Martin E., Jr. 
Public information and service. The Office, vol. 75, no. 1, January 1972, pp. 69, 206. 


The President of the National Association for State Information Systems discusses his 
organization's role in fostering cooperation among States in their computerization 
effort. NASIS is also working in the intergovernmental area with the Office of Manage- 
ment and Budget in developing the Federal Regional Information System. The advantages 
of and the necessity for such cooperative efforts are discussed. 

4- 108 Ia20 .Un4a 1971 
U.S. Advisory Commission on Intergovernmental Relations 
Federalism in 1971; the crisis continues. Thirteenth annual report, January 31, 1972. 
Washington, U.S. Govt. Print. Off., 1972. 50 pp. 


INTERVIEWING 


4- 109 
Moore, Larry F. and J. Cameron Craik. 
Video tape and the screening interview. Personnel journal, vol. 51, no. 3, March 


1972, pp. 173-178. 

Reports on a study of attitudes of recruiters and students toward the use of video 
taping in selection interviews. Findings suggest that video tape has some advantages 
and further experimentation is justified. 


4- 110 
Wexley, Kenneth N. and others. 
Importance of contrast effects in employment interviews. Journal of applied psychology, 


vol. 56, no. 1, February 1972, pp. 45-48. 

Eighty undergraduates watched videotaped interviews of job applicants and rated the 
applicants in terms of their job qualifications. The first two tapes were used to estab- 
lish a frame of reference; the third for contrast effects. Contrast effects accounted 
for 80 percent of the total variance when an applicant's rating was preceded by two high 
or two low rankings of suitability. Authow conclude that "videotaped interviews appear 
to be a promising method for studying the employment inverview in the laboratory." Limi- 
tations are pointed out. 


INVASION OF PRIVACY 





4- 111 
Countryman, Vern. 
Computers and dossiers. Computers and automation, vol. 21, no. 1, January 1972, 


pp. 13-19, 42; no. 2, February 1972, pp. 14-20, 36. 

A two-part article which examines critically the present and potential uses of 
personal dossiers both in the private sector and by Federal agencies. Suggests con- 
gressional interest and action to protect privacy. 

Reprinted from Texas Law Review, May 1971. 








JOB ANALYSIS 


4- 112 Ile32 .Un665h 1972 
U.S. Manpower Administration. : yl 
Handbook for analyzing jobs. Washington, U.S. Govt. Print. Off., 1972. 345 pp. 


Presents a new approach and structured procedure for obtaining and recording job 
analysis data. 
Supersedes Training and Reference Manual for Job Analysis (1965). 





4- 113 Ie32 .Up4i 
Upjohn, W. E., Institute for Employment Research. 

An introduction to functional job analysis; a scaling of selected tasks from th 

social welfare field, by Sidney A. Fine and Wretha W. Wiley. Kalamazoo, Mich., 

1971. 87 pp. 

Prepared Zor specialists in manpower responsible for designing jobs with career 

opportunities in various Federal manpower programs. Tells hoy formulate good task 
statements and what can be done with them; presents scales for controlling “heir lan- 
guage. Illustrative worker function scales with selected casks from the social welfar« 


field are included. 


JOB EVALUATION 





he 114 
Beisel, Joseph J. 
Recognition of professional preparation: the key to job evaluation in health car 


facilities. Personnel journal, vol. 51, no. 2, February ‘1972, pp. 134-137. 
Recommends that professional positions be evaluated through a system 
preparation and level o 


a using professional 
f responsibility; that a committee determine which jobs are pro- 
fessional (or paraprofessional); and that the committee determine the levels of pre- 





paration and job responsibilities of each profession, with a final consolidation into 
one plan. 


JOB_SATISFACTION 
&= 115 


Jolson, Marvin A. and Martin J. Gannon. 


Wives--a critical element in career decisions. Business horizons, vol, 13, 19. Ll, 
February 1972, pp. 83-88. 


Data based on exit questionnaires completed oy salesmen who had voluntarily left 
their jobs indicated that wives had a significant influence on their husbands' decision 
to auit. Authors contend that since the behavior of the American wife is shaped by 
the Family ethic, to avoid the cost of losing good men companies must find ways to 
minimize the conflict between the needs of a man's family and the demands of his 
career. Several suggestions are offered. 


6 1e543.9 .M661 
Minnesota. University. Industrial Relations Center. 
The relation of organizational differences to job satisfaction for managers; technical 
report, by Philip A. Jury and others. Minneapolis, 1971. 9 pp. 
"Investigates influence of organizational variables on patterns of responses 
1099 managers in five companies to 28 satisfaction scales. 
the same for all companies. ‘Two other 


of 


--- Iwo factors proved to be 

factors showed some variation from company 

company. .«.. Climate and organizational 'geneology' seemed to provide some help in 
accounting for the observed differences." 

4- 117 

Minnesota. University. Industrial Relations Center. 
The relation of sample demographic characteristics to job satisfaction; technical re- 
port, by Philip A. Jury and others. Minneapolis, 1971. 16 pp. 

Survey of 1139 exempt employees 

factors were 


to 


1e543.9 .M66re 


s in six companies to determine which job satisfaction 
related to demographic characteristics. C 
related variables reflected demographic differences but 
did not. 


ynclusion was that organizational- 
individual-related variables 
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_SATISFACTION (Cont 'd) 
4- 118 S/I 
Searching for meaning in work. Washington post, February 6, 1972, pp. B-1l, B-4. 

Two articles from the Outlook section of the Post: "Rebellion and reform,"' by Sam 
Zagoria and '"'The loss cf purpose," by Keith W. Bose. Zagoria describes the disaffection 
of the American worker and efforts to deal with it such as job enlargement, rotating 
jobs, shorter workweeks and paid sabbaticals. Bose, a former aerospace employee, als 


finds fault with the work environment in America today where he sees workers "engaging 
in empty behavior patterns that bring no benefit to society." 

ie Ut9 

Slocum, John W., Jr.. and Robert H. Strawser. 
Racial differences in job attitudes. Journal of applied psychology, vol. 56, no. l, 


February 1972, pp. 28-32. 

'" This study compares the need satisfaction of black employees with other employees in 
the accounting profession. ...The findings indicate that black CPAs generally report more 
need deficiency in all items than do their counterparts. In both groups of profes- 
sionals, the self-actualization and compensation needs were the most déficient." 


LABOR FORCE 
4-120 
Where will the jobs be? Nation's business, vol. 60, no. 3, March 1972, pp. 45-47. 
Studies from the U.S. Department of Labor reveal greatest growth industries and 
occupational categories. Greatest increases are forecast for professional and tech- 
nical workers, with the service workers group in second place. Employment in the manager 











€ S>5 
officials and preprietors category will rise more slowly than total employment, 
l LABOR -MANAGEMENT RELATIONS (PUBLIC SERVICE) 
4- 121 le623 .Am3a 1971 
American Federation of Labor and Congress of industrial Organizations. 
AFL-C1O manual for Federal employees; a handbook for local union officers and stewards. 
Washington, 1971, 81 pp. 

What the steward needs to know about unions, grievances, and related issues. In- 

cludes text of E.O, 11491. 

4- 122 

Clark, R. Theodore, Jr. 
Public employee strikes: some proposed solutions. Labor law journal, vol. 23, no. 2, 
February 1972, pp. 111-120, 7 

Author suggests comprehensive legislation to deal with public employee strikes and 
discusses contexts in which collective bargaining in the public sector can take . 
place. Among the topics considered are: third party intervention, prohibition of public 
employee strikes, and strike alternatives (mediation, factfinding and several types of 
arbitration). 

4. 123 le621 .D86n 
Dudra, Michael, ed. 
The new era of collective bargaining for public employees; a symposium. Loretto, Pa., 
Saint Francis College, Graduate Program in Industrial Relations, 1970. 67 pp. 

Partial contents: The new era of collective bargaining for public employees--a per- 
spective, by Michael Dudra; Public employment in crisis: strikes; job growth; and th 
poor, by Jean J. Couturier; The tale of two labor laws, by Arthur C. Eckerman; Labor 
views on collective bargaining in the public sector, by Gerald McEntee; Unions and th 
merit system, by Richard A. Rosenberry: Mediation in public employment disputes, 
by Edward S. Savko; Bargaining rights of public employees--some tentative conclusions, 
by Arthur H. Reede. 

4-124 
Mitsufuji, Tadashi and Kyohiko Hagisawa. ; 
Recent trends in collective bargaining in Japan. International labour review, vol. 105, 


no. 2, February 1972, pp. 135-153. 
Considers trends in both the private and public sectors. 













































LABOR -MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 


4- 125 1d213 .N42p 1970 
New York. University. 
Proceedings of New York University twenty-third annual conference on labor ... conducted 
by the New York University Institute of Labor Relations, May 25, 26, and 27, 1970.... 
Ed. by Thomas G. S. Christensen and Andrea S. Christensen. New York, Matthew Bender, 
1971. 455 pp. 

Partial contents: The role of the unions in the 1970s, by Mitchell Sviridoff; The 
search for an effective remedy in employment discrimination, by Laurence H. Silberman; 
Sex discrimination: Title VII and State laws, by Fred G. Groiss; The new Federal order 
and its proposed administration, by John C. Shinn; Major problems in public sector bar- 
gaining units, by Winn Newman; Grievance arbitration in the public sector, by Eric 
Schmertz; Ability to pay in public sector bargaining, by Arnold M. Zack. 

4-126 ° 

Special labor relations issue. Personnel news (PPA), vol. 38, no. 34, Macch 1972, 8 pp. 

Contents: Public sector labor relations in 1971; Trends toward union mergers, 

alliances characterize Canadian public labor relations; Unions woo professors to main- 
tain growth pace; High, federal, state and courts rule out strikes; Upward strike 
trend continues in local government;teacher strikes show decrease; National panel 
recommends limited strike right, more labor laws, the agency shop; Union impacts 
on local public administration covered in first two Brookings Institution reports. 





4- 127 Ref. 
U.S. Civil Service Commission. 
Labor-management case finder. Washington, U.S. Govt. Print. Off., 1972. L Ws 


(FEM supplement 711-2) 

Partial contents: Reports on actions of the Federal Labor Relations Council; 

Case summaries and reports of the Assistant Secretary for Labor-Management Relations; 
Reports on actions of the Federal Service Impasses panel; Digests of arbitration awards; 
Digest-Index of Assistant Secretary for Labor-Management Relations cases; Master case 
locator. 

For use in the Library only. 

Available from U. S. Government Printing Office, $10.00. 

4- 128 

Word, William R. 
Factfinding in public employee negotiations. Monthly labor review, vol. 95, no. 2, 
February 1972, pp. 60-64. 

Ta’ answer the question whether factfinding is an effective substitute for the strike, 
the author analyzes the experiences of Wisconsin and New York. Wisconsin has had several 
years of public sector bargaining and requires the negotiating parties to share the 
costs of factfinding, whereas New York's law is fairly new and provides the procedure 
at no cost to the negotiating parties. 


MANAGEMENI 


4- 129 

Bagley, Edward R. 
How to avoid glitches in planning. Management review, vol. 61, no. 3, March 1972, 
pp. 4-9. 


Identifies five "glitches" (unexpected failures) in corporate planning: unwilling- 
ness, lack of knowhow, absence of ground rules, the possibility of ill-fitting plans, 
and lack of support, Suggests solutions for each. 


4- 130 Id22 .B77c 
Brink, Victor Z. 
Computers and management; the executive viewpoint. Englewood Cliffs, N.J., Prentice- 


Hail, 1971. 172 pp. 
"Deals with the problems of organizing and managing the computer activities at the 
higher levels of management practice, provides a better_understanding of how the use 
of computers can make management more effective... /and/ evaluates the merits and 
disadvantages of the various hardware approaches to the organization, planning and 
development of computer hardware." 





i 
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MANAGEMENT (Cont'd) 
4- 131 

Down with the system! Dun's review, vol. 99, no. 3, March 1972, pp. 79-80, 82. 

] A young systems engineer relates his experience in establishing a business-informa- 
tion system. Among the lessons learned: interdisciplinary groups should be teamed or- 











ganizationally as well as functionally and report to the same authority; st analysis 
is not a skill trainable in a short time, competent management is the key t success. 
4- 132 
Gruber, William H. 
Step-by-step management innovation. Management adviser, vol. 9, no. 2, March-Apri 
1972, pp. 21-27. 
The experience of a large chemical company in implementing a new MIS functi 
which increased management effectiveness is described. Gruber suggests that 
cautious strategy for increasing MIS capability may be more effective than S 
program. 
4- 133 
Laughlin, Thomas C. and Daniel P. Kedzie. 
Management myth no. 2. Best's review (life/health insurance ed.), vol. 72, no. 1 
February 1972, pp. 81-82, 
Focuses on the use and application of organizational solutions to manag 
problems. Organizational structures should reflect current needs, not solutions of 
the past. 
4- 134 
Stern, Thomas. 
3 5 Management: a new look. Foreign Service journal, vol. 49, no are +~ 
Given certain stated assumptions, predicts that increased | ticipa ; 





enlargement of organizational units, and fewer layers of organizational hierarchy will 
characterize management of the future. 











4- 135 Iel2 .T3lp 197( 
Texas. University. Management Conference. 
Proceedings; 32nd annual ... management conference, October 15-16, 1970. Austin, 
Texas, 1970. 93 pp. 
. Partial contents: Business responsibility for social and environmental progress, 
al by Robert R. Herring; What business and community leadership should know about ca 
unrest, hy Norman Hackerman; The effect of today's college students on busi 5 
government, and higher education, by James Jernigan; Are you managing }b; 
or delusions? by Edward J. Green; You can't buy motivation, by Donald L. 
concepts of management compensation, by William N. Bret, Jr. 
4- 136 
Weiss, W. H. 
Planning! How important? Manage, vol. 24, no. 5, March-April 1972, pp. 43-45. 
Enumerates significant benefits to be derived from planning and lists requirements 
a good plan. 
MANAGEMENT ILMPROVEMENT 
4- 137 
Stratton, John C, 
C Controlling the white-collar dollar. Management review, vol. 61, no. 2, February 197 


pp. 56-58. 

Recognizing that many companies are now going through a cost cutting program, 
author describes ways to control overhead costs and thus prevent future large scals 
cutbacks. He states that management should be concerned with unproductive costs which 


result from "oversimplification, overspecialization, crises mode of operation, and 
" 


failure to conceptualize. 
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MANAGEMENT IMPROVEMENT (Cont'd) 





4- 138 
Woodbridge, Henry S., Jr. 
Whittling clerical costs. Personnel, vol. 49, no. 1, January-February 1972, pp. 47-52. 


The President of the Rhode Island Hospital Trust National Bank describes his com- 
pany's clerical cost-control program (based on work measurement). It involved train- 
ing bank employees in consultant techniques, thus avoiding "outsider" problems. The 
program proved to be successful and had several unforeseen beneficial spinoffs. 

MANPOWER PLANNING 
4- 139 
Committee for Economic Development. 
Military manpower and national security; a statement 
2 . . te 7 af 79 j 
and Policy Committee of... New York, 1972. 41 pp. 


on national policy by the Research 


4- 140 
County manpower report, no. 1, January 1972. American county, vol. 38, no. 1, January 
1972, unpaged insert. 
Partial contents: County officials in manpower programs; Manpower bills: a compari-_ 
son; Public service careers /explanation of plans under Public Service Career Programs/ 3 
1971 Emergency Employment Act summarized; Manpower talk /glossary/. 





4- 141 
Huffman, Robert E. 
Management's role in promoting mental health. Journal of occupational medicine, 
vol. 14, no. 3, March 1972, pp. 220-223. 
Huffman uses case studies to make his point: that psychiatrists can offer managers 
support in dealing with many of the people problems that arise. 


i: Se 
SG- 142 
Larsen, Jan F. 

Setting up a company drug abuse program. Personnel, vol. 49, no. 1, January-February 


1972, pp. 19-23. 
Emphasizes the necessity for drug abuse programs in industry for both economic reasons 
and social obligation. Included in the discussion are: guidelines for organizing a 
program; the roles of supervisors and security personnel; developments in the drug abus 
program at Western Electric. 
4- 143 
Longaker, William D. 

[he full time psychiatrist in industry. Journal of occupational medicine, vol. 14, 

no. 3, March 1972, pp. 216-219. 

[he author examines the historical and current relationship between psychiatry and 
industry and sees the future role of the occupational psychiatrist to be that of a 
practitioner of community mental health. 

4- 144 

Schweisheimer, W. 
Drug abuse in industry. Facts and figures. Supervision, vol. 34, no. 2, February (1972, 
pp. 22-23; no. 3, March 1972, pp. 10-11. 

[wo-part article in which information from the symposium on Drug Abuse in Industry held 
in Philadelphia is reported. In Part One problems at Metropolitan Life Insurance are de- 
scribed. They relate to the newly discovered drug user and to those persons knowingly 
accepted for employment as part of their rehabilitation process. Part Two includes guide- 
lines for a drug abuse program as presented by U.S. Bureau of Narcotics and Dangerous 
Drugs, and drug abuse policies in a small, a medium-sized, and a large company as reported 
by company officials. 


22 














MLDDLE MANAGEMENT 





4- 145 
Mars, David. 
vol. 5, no. 4, Fourth quarter, 1971, pp. 270-278. oe 
Comments on the middle manager's responsibilities with respect to creativity 
he can promote a creative organizational climate. 
4- 146 
Uyterhoeven, Hugo E. R. 


1972, pp. 75-85. 





— i id i ti 4 ns ” 
A look at the characteristics and responsibilities of the middle ‘ , 

emphasizing the need for him to be able to work effectively with his di 
peers and supervisors. 

MOTIVATION 

4- 147 

Bobbitt, H. Randolph, Jr. and Orlando Behling. 
Defense mechanisms as an alternat explanation of Herzberg's motivator-hygiene 1 


Journal of applied psychology, vol. 56, no. 1, February 1972, pp. 24-2 
"Vroom holds that Herzberg's motivator-hygiene results may stem from th 
of individuals to react defensively under questioning, attributing favorabl« 
to their own actions and unfavorable onesto factors beyond thei1 nt I 
tests two hypotheses derived from the Vroom explanation on thre 





... Neither of the hypotheses was supported, indicating that Vroo ylanati 
a tenable alternative to that of Herzberg." 

4- 148 

Longmeyer, Judith. 
Motivation at the first line. Supervision, vol. 34, no. 3, March 1972, pp. 3- 

Hourly factory employees have motivational needs to be satisfied just as I 

sophisticated employees do. A conscientious, people-oriented supervisor c 
element in such a program. Basic guidelines are given. 

4-149 

The spreading Lordstown syndrome. Business week, no. 2218, March 4, 1972, pp. 69- 


plant at Lordstown, is a growing problem, especially among younger workers. GM's 





Hill, 1971. 356 pp. 


ing, salaries, promotion, etc.), the institutional framework in which they work, 
the- role of guidance in career decisions. 

See 
vol. 4, no. 2, February 1972, pp. 3-6. 











General managers in the middle. Harvard business review, vol. 50, no. 2, March- 


Worker discontent on automated assembly lines, exemplified in the General Motor 


efforts to ameliorate the situation through job enlargement have not been very suc 


Based on a study made by the Conservation of Human Resources Project at Columbi 
University, the volume covers guidance practitioners (recruitment, credentials, tr 


also Ginzberg's article, "A critical look at aareer guidance," in Manpower 


i ; ivitv sUTna £ creative behavior 
The role of the middle manager in nurturing creativity. Journal of creative behavior, 


and how 


ful, but it is taking a systematic approach to study work motivation. ff é 
companies to stem or prevent the discontent ate noted,including the experi 
Saab-Scania. 
MOVING EXPENSES 
4- 150 50 \t6 
Atlas Van Lines. 
Cost of moving transferred employee drops 22 percent, Atlas Van Lines surve' 
Evansville, Ind., 1971. 5 pp. 
Major reason for reduction in cost found in this survey was "a more stringent 
attitude on the part of companies toward expenses connected with 'extras' cou d 
in moving employees."" These include motel expenses, meals, family transportation 
housing, maid service, etc. 
OCCUPATIONS AND OCCUPATIONAL CHOICE 
4- 151 1e438.5 .G43c 
Ginzberg, Eli. 

Career guidance; who needs it, who provides it, who can improve it. New York, McGraw- 


and 






i 








OLDER WORKER 
he 152 
Aun, Enil M. 
Senior Aides: fighting stereotypes. 


Manpower, vol. 4, no. 2, February 1972, pp. 7-12. 
Reports on the success of the Senior Community Service Aides Project sponsored 

by the American Association of Retired Persons-National Retired Teachers Association 

(AARP-NRTA). The experiences of the participants and some of the jobs they fill are 

described. 

AARP-NRTA is funded by U.S. Manpower Administration, Operation Mainstream Program. 

4- 153 1d228 .Or3a 
Organisation for Economic Co-operation and Development. 
Adaptation and employment of special groups of manpower; implementing an activ: - 
power policy; conclusions of the Manpower and Social Affairs Committee. Paris, 1968. 
51 pp. 

Contents: Older workers; Workers with family responsibilities; Rural workers in non- 
agricultural employment and urban areas. 


4- 154 


Te156.9 .Up4n 
Upjohn, W. E., Institute for Employment Research. 


New perspectives on older workers, by Harold L. Shappard. Kalamazoo, Mich., 1971. 
90 pp. 

Contents: A perspective on the status of older Americans in today's job market; Age 
and migration factors in the socioeconomic conditions of urban black and white women; 
The emerging pattern of second careers; The potential role of behavioral science in 
the solution of the "older worker problem," 

Papers published in cooperation with the National Institute of Industrial Gerontology 


of the National Council on the Aging as a contribution to preparations for the 1971 
White House Conference on the Aging. 


ORGANL ZATIONS 


4- 155 teii.8 .D35r 19/2 
4- 155 
. , Ne ee ee 
Deci, Edward L., B. von Haller Gilmer and Harry W. Karn. si 
Readings in industrial and organizacional psychology. 3d ed. New York, McGraw-Hill, 


1972. 527 pp. 

[Third edition reflects changes in field of organizational psychology during last decade. 
Materials cover organizational behavior, motivation, leadership, and staff functions in 
an organization. 


4-156 1d72.9 .D7li 
Domm, Donald R. and others, eds. 
The individual and the organization. Dubuque, Iowa, Kendall/Hunt, 1971. 297 pp. 


"The purpose of the text is to provide the student with knowledge, organized around 
a 'model,' which would assist him in understanding and in correctly responding to 
human behavior within task-oriented organizations. The 
functions as a foundation for 
and societal dynamics." 


naterial within the text also 
and relates to work group dynanics, organization theory 


4-157 
King, Bruce F. 


Down the organization; how to stop overstaffing from stifling people and strangling per- 

formance. Air University review, vol. 23, no. 2, January-February 1972, pp. 27-33. 
His thesis being that overstaffing stifles creativity, Col. King offers an alphabetical 

list of ways to improve staff effectiveness and thus reduce personnel. 

4- 158 

O'Brien, Gordon E., Anthony Biglan and Judith Penna. 
Measurement of the distribution 
and organizations. Journal of 
pp. 11-18. 


of potential influence and participation in groups 
applied psychology, vol. 56, no. 1, February 1972, 


"An index for measuring the distribution of potential influence among members in 
... Using structural role theory, it is shown 
how ... connections /to the task system/ are derived from both the formal and informal 
A distinction is then made between influence and participa- 
Finally, the application of the index is illustrated in a study dealing with 
leader influence and grouwn performance." 


a group or organization is presented. 


structure of the group. 
tion. 
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OVERSEAS MANAGEMENT 


4- 159 1d195 .D99m 
Dymsza, William A. 
Multinational business strategy. New York, McGraw-Hill, 1972. 253 pp. 


One of McGraw-Hill's series in international business, this volume deals with inter- 
national business strategy, organizational structure and control arrangements. In 
Chapter 6, consideration is given to personnel and labor relations strategies, in- 
cluding management development and promotion. 


4. 160 
Sirota, David. 
The multinational corporation: management myths, Personnel, vol. 49, no. 1,\January- 


February 1972, pp. 34-41. 

Author questions "the severity of the 'human' problems supposedly inherent in firms 
whose membership is multinational and suggest/s/ that these problems differ little 
in kind and intensity from those commonly experienced by single-nation firms." Among 
the problems considered are those associated with: motivation, intra-organizational 
lateral conflicts, and vertical relationships. 


OVERSEAS PERSONNEL 

4-161 

Baker, James C. and John M. Ivancevich. 
The assignment of American executives abroad: systematic, haphazard or chaotic? 
California management review, vol. 13, no. 3, Spring 1971, pp. 39-44. 

326 American managers of foreign operations working in the United States and 300 
American managers working abroad participated in this study of overseas executive 
staffing practices. The study focused on recruitment sources, psychological testing and 
predeparture training. Includes list of major international executive development pro- 


grams. 
4- 162 
Howard, Cecil G. 
The multinational corporation: impact of nativization. Personnel, vol. 49, no. l, 
January-February 1972, pp. 42-46. 
A questionnaire was sent to twenty U.S. multinational corporations to determine 


their overseas management policies on recruiting and selecting indigenous managers. 
Results showed an increasing nativization trend. In another study cited, executives Te- 
ported reasons why "positive" nationalism could be an important force in maintaining the 
current status of Americans in international management. 


4- 163 1cl146.5 .Un35fe 1972 
U.S. Civil Service Commission. 
Federal jobs overseas. Prepared by Bureau of Recruiting and Examining, Manpower Sources 
Division. Washington, U.S. Govt. Print. Off., 1972. 12 pp. (BRE-18) 
Tells how jobs are filled and kinds of career opportunities in selected agencies. 
PA Y 
4- 164 Te53 .C5C68m 1972 March 
College Placement Council. 
Men's salary survey; a study of 1971-72 beginning offers by business and industry. 
Bethlehem, Pa., 1972. 6 pp. (Report no. 2, March 1972) 
"Improved volume but little movement in dollar averages summarizes the College Place- 
ment Council's Mid-Year Salary Survey report. 
"The extent of improvement varies with degree level." 
4- 165 le53 .T21C76s 1971 
Conference of Professional Technical Personnel, Inc. 
Salary survey of the associate and members of staff of Bell Telephone Laboratories, 
inc.,; 1971. Summit, New Jersey, 1971. 14 pp. 










PAY (Cont'd) 
4- 166 


Federal jobs--what they're worth now. U.S. news and world 
January 10, 1972, p. 26. 
Tabulations indicate: 


report, vol. 72, no. 2, 


(1) extent of Federal government employee January pay raise and 
its comparison with pay in private industry; and (2) the boost in military base pay plus 
quarters and subsistence allowances. Also reports average percentage increase in pay 
for Federal white collar workers since July 1966, and notes the possibility of an over- 
haul in Federal pay practices. 


4- 167 
Lane, Irving M.and Lawrence A, Messé. 
Distribution of insufficient, sufficient, and oversufficient rewards: a clarification of 
equity theory. Journal of personality and social psychology, vol. 21, no. 2, February 
1972, pp. 228-233. 

"The present research investigated the distribution of rewards under conditions of 
different total amounts of money. Results indicate that subjects divided money equally 
between themselves and a co-worker with equal inputs, only when the total amount of reward 
available was congruent with an internal standard of fair pay; when the total amount was 

either substantially more or substantially less than this amount, the subjects gave pro- 
portionately more to themselves. These results are used as the basis for an argument that 
a more 


¢ 
ot 


complex theory of equity--one that is not based solely on interpersonal comparisons 
input-outcome ratios--is needed to integrate the findings of this and previous studies." 


4- 168 : 

Pritchard, Robert D., Marvin D. Dunnette and Dale O. Jorgenson. 
Effects of perceptions of equity and inequity on worker performance and satisfaction. 
Journal of applied psychology, vol. 56, no. 1, February 1972, pp. 75-94 (Monograph), 

"Research reported here was aimed at testing and clarifying several aspects of equity 

theory. An experiment was conducted wherein 253 male college students were hired and 
worked for seven consecutive half-days. ... Effects on overall job satisfaction showed 
that employees under both overreward and underreward conditions were less satisfied than 
employees made to feel equitably paid. Effects on job satisfaction ware particularly 
strong under high-incentive conditions (modified piece-rate payment) as opposed to low- 
incentive conditions (flat hourly pay )," 


4- 169 Te52.9 .R15e 
Rand Corporation. 
Earnings mobility and economic growth; a report prepared for U.S. Office of Economic 
Opportunity, by John J. McCall. Santa Monica, Calif., 1970. 70 pp. (R-576-OEO) 
"An empirical analysis of income mobility with special emphasis on individuals who 
moved in and out of low earning categories."" Data, covering the period 1957-1966, 
include information on race, age, sex, and estimated annual earnings for 984,500 
individuals. 


4- 170 Ie52 .Sch9r 
Schwab, Donald P. 
The role of compensation in motivating high employee performance. Berea, Ohio, ASPA 
Foundation, 1971. 5 pp. 


"Evidence obtained in the present research shows that compensation motivates high 
productivity when the employee values money, sees a close connection between the receipt 
of compensation and high performance, and feels that his efforts will lead to success- 
ful performance." 


4- 171 
Steele, John E. 
The placement situation. Harvard Business School bulletin, vol. 48, no. 1, January- 
February 1972, pp. 22-23. 
Summary report of 1971 Placement Office operations and 1972 prospects. Includes 
tables: Starting salaries by years of experience (Classes 1970 and 1971); and Starting 
salaries by type of industry (Class of 1971). 


> 











PAY (Cont'd) 
s. 172 1e55 .Un35ga No. 57 1972 
U.S. Civil Service Commission. - - 
Salary table no. 57; Executive branch of the government, January 1972. Prepared 
Bureau of Management Services, Budget and Finance Division. Washington, 1972. 
33 pp. 
No copies available. 


S273 JK1308 .Un38r 1971 July-Dec. 
U.S. Congress. House. Committee on House Administration. 
Report of the clerk of the House from July 1, 1971 to December 31, 1971. Washington 
U.S. Govt. Print. O£f., 1972. 386 pp. (H. doc. no. 251, 92nd Cong.). 
Salaries of officers and employees of the House of Representatives, pp. 3-185. 


4-174 Te55 .Un58r 
U.S. General Accounting Office. 
Review of the implementation of the Coordinated Federal Wage System in selected wags 
survey areas. Washington, 1971. 14 pp. 
i Areas surveyed: Denver, Little Rock, Philadelphia, and Seattle-Everett-Tacoma. 
Includes recommendations. 


&- 173 
" Yukl, Gary, Kenneth N. Wexley and James D. Seymore. 
Effectiveness of pay incentives under variable ratio and continuous reinforcement 


schedules. Journal of applied psychology, vol. 56, no. 1, February 1972, pp. 19-2: 

"The effectiveness of pay incentives under variable ratio and continuous reinforce- 
ment schedules was investigated in a simulated job situation. ... Pay incentives weré 
/found to be/ more effective in motivating increased production when used with a variable 


ratio schedule than when used with a continuous reinforcement schedule." 
4- 176 
The following pay surveys were received in the Library. Unless otherwise noted all 
are located in 1e59 Box: 
Alabama, 1972. 
California counties, 1971. 





Cities over 400,000 (survey by Milwaukee City Service Commission), 1971 Le537 
Firemen and policemen, 1965-1970. Ie53 .F3Un17£ 1965-197 
Illinois, 1971. 
Kansas municipalities, 1971. 1e537 
Michigan, 1971. 
New York State teachers, 1970-1971 le53 .T2N42s 
North Carolina, 1972. Lle22 
Oregon (188 citiés), 1970. 1e537 
Police departments (cities of 300,000 to 1,000,000 population), 1970. I1e53 .P63Kl3s 
Policemen (Maryland, Virginia and D.C.), 1970. le53 .M36p 
Tennessee Valley Authority, 1970. Ie55 .T25g 1970 
Virginia, 1971. 
Virginia manufacturers, 1971. le537 .V8lw 1971 
Virginia municipalities, 1971. 
Washington municipalities, 1971. le537 


a We 

G- L// 

Eiseman, Charles W. 
ss ‘ 
Production performance measurement and analysis. Personnel journal, vol. 51, no. 2, 
February 1972, pp. 99-107. 

Describes a computer-assisted performance assessment system used at Texas Instruments 
which has been successful in evaluating and comparing the performance of people "who 
perform less than whole jobs." Eisemann contends that over specialization has become 
deterimental to industrial progress. He urges that employees be given whole jobs and 
that machines be produced to perform the necessary meaningless work. 

Forms included. 
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PERFORMANCE EVALUATION (Cont'd) 











4-178 1e398.9 .H88p 
Human Resources Research Organization. 
Performance in four jobs; the role of mental ability and experience, by Robert Vineberg 
and Elaine N. Taylor; symposium presentation at the American Psychological Association 
Convention, Miami Beach, Florida, September 1970. Alexandria, Va., 1970. 14 pp. 
(Professional paper 31-70) 
Paper is concerned with mapping of performance as a function of the Armed Forces 
Qualification Test (AFQT) grouping and job experience. It compares the performance 
of men at different ability levels and shows changes as a result of length of time on 
the job. 


4-179 

Pursell, Robert B. 
How good are your performance appraisals? Supervisory management, vol. 17, no. 3, 
March 1972, pp. 35-37. 

"Performance-measurement systems can be an effective tool for managing and rewarding 
employees. To make it so, you must restore a sense of program proportion, define 
subjective judgments, integrate uncoordinated measurem nt systems, and steer away from 
using salary as the sole feedback mechanism." 

Condensed from Management Practice, Fall 1971. 


4- 180 1e395 .W75p 
Wisconsin. Bureau of Planning and Budget. 
Performance standards for State government employees, by Ted Meserow. Rev. ed. 
Madison, Wis., 1971. 20 pp. 
Describes techniques for establishing standards for employees so that performance 
appraisal systems may be based on quantified achievements previously determined as 
attainable. 


PERSONAL DEVELOPMENT 
4-181 BF371 .L14t 
Laird, Donald A. and Eleanor C. Laird. 
Techniques for efficient remembering. New York, McGraw-Hill, 1960. 187 pp. 
A practical guide based on four general rules. 





PERSONNEL ADMINISTRATION 


4- 182 
Flamholtz, Eric. 
Should your organization attempt to value its human resources? California management 


review, vol. 14, no. 2, Winter 1971, pp. 40-45. 

Discusses the human resource information system and its role in facilitating the 
management of human assets. Article provides "guidelines for assessing your organiza- 
tion's opportunity to develop measures of the value of its human assets." 


4- 183 
\ Lippert, Frederick G. 7 
1 Whither HRM in the seventies? Michigan business review, vol. 24, no. 2, March 1972, 
pp. 11-16. 
An analysis of human resources management, in which Lippert points out some of 
the pitfalls and reasons for failure. 
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PERSONNEL ADMINISTRATION (Cont'd) 








4- 184 Iell.8 .St8p 1972 
Strauss, George.and Leonard R. Sayles. 
Personnel; the human problems of management, 3d ed. Englewood Cliffs, N.J., 
Prentice-Hall, 1972. 684 pp. 


Latest edition of textbook containing completely new chapters on manpower planning 
and minority employment as well as numerous revisions. Emphasis is on an integrated 
approach to personnel problems. 


4- 185 
What companies are doing about the "new breed" employee. 
vol. 17, no. 3, March 1972, pp. 30-34. 
Data from a survey of executives in all kinds of companies throughout the United 
States relating to changes taking place to accommodate the "new breed" in all areas 
of personnel administration. Banks, government agencies, and public utilities aré 
noted as among the more tradition-minded establishments. 
Condensed from Business and the "New Breed" Employee, a Prentice-Hall, Inc., survey, 
1971. 


Supervisory management, 





PERSONNEL PRACTICE 
4- 186 
Berkwitt, George J. 
Are professional societies dead? Dun's review, vol. 99, no. 3, March 1972, pp. 46-48 


Many professionals and their corporate employers are withdrawing support from 
professional societies and questioning the value of affiliation. Some of the reasons: 
typical benefits of membership are becoming insignificant, if not irrelevant; ratic 

of sales-oriented members are on the increase; current needs of members are often 
unmet (e.g., assistance on how to find jobs in the current economic squeeze); and 
meetings are dull, 


PERSONNEL RECORDS 





4. 187 

Marangell, Frank. 
How to establish a human resource data base. 
February 1972, pp. 53-58. 


Personnel, vol. 49, no. 1, January- 


1] ou : P — ; 

Urges "a rational thought process" in designing a human resources system for an 
employee population. Discusses: criteria for selection of data, storage, and definitions 
of data element characteristics. 


4- 188 
Walker, Alfred J., Jr. 
Personnel uses the computer. Personnel journal, vol. 51, no. 3, March 1972, pp. 204-207. 
The benefits of a computerized Employee Information System (EIS) include the avail- 


o | 
ability of data about the organization's staff and the reduction in duplication of : 
effort. An EIS can be effectively used in benefit administration, human resources contro] 
and centralized record keeping. i 

‘ 

a 

8 
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PERSONNEL UTILIZATION ‘ 
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4- 189 
Lewis, Jack. 
Importance of being involved! Manage, vol. 24, no. 5, March-April 1972, pp. 12-15. 
Comments that management often stifles worker involvement for fear of losing con- 
trol. Notes that many firms are now developing programs to get employees involved in 
areas outside their scope of authority, widening their knowledge of the total operation 
and increasing their sense of participation. 
visory employee and production worker, 


Recommends the practice for both super- 





PER a NNE] UTILILZ! CION (Cont'd) az 
4- 190 “ 
Stover, W. Robert. , 
es Mei eae Oe a Supervision, vol. 34, no. 3, March 1972 
Third generation Cemporar\ 1¢ p service. upervision, VOl. > no. > Cc las 


T't 


[The president of a temporary the "third generation" method £ 








help service describs 
ili services of a firm, rather than hiring ( 
f such services are particularly valuable-- 
+ - 


of using temporary help, i.e., 
directly. He notes instances 





f 


during an economic squeeze, to ease the burden of relocation, acquires the experience of 
employees who have been required to retire, or to st the potential of a candidate f 


DO ql 





permanent employment. 














/ ’ 
hen 
PLACEMENT Gen 
i. 2:97 le358 : C 
Utah. Department of security. 
Computerized jot 21t Lake City, 1970 pp. 
To what, why puterized jot itching Itah. The syste i ye of 
odels funded b artmen £ Labor. 
POSITION CLASSIFICATION 
-_~ ' 4 — 
% we 
lam J te 
job descriptions: how and why. Supervisory management, vol. 17, no. 2, 
February 1972, pp. 2-8. 
[he elements of an effective job description--the definition of the job category, 
selection of writing style, gathering of accurate information about the job and 
determination of th yrder of presentation of duties and respon --ar lise d 
Practical « given. 





> 


WM 


PRODUCTIVITY 

4- 193 

Brunstetter, Philip H. 

Managing people without playing God. l'raining and development journal, vol. 26, no. 2, 


February 1972, pp. 14-19. 
Discusses the impact of the work environment on the productivity and effectiveness 


of the employee and the obligation of the manager to control it. Environmental factors 
considered are: organizational goals, management philosophy, organizational structur 





ie ; j; 
climate, communications network, reward system, leads ip skills, and procedures. 





—_ 


On commissionship--Presidential variety. Public policy, vol. 19, no. 4, Fali 1971, 
; Ppe 623-63 . 
, As a member of the President's Commission on Campus Unrest, Derthick reflects on 


the politics and functions of Presidential commissions. She concludes that they ars 





xr instruments to explain social 


yhenomena but may be relatively well suited t« 
>, 


I 
other sorts of inquiries such as "the investigation of unique events Or che preparation 


f recommendations on matters of public policy or government organization.' 














PUBLIC ADMINISTRATION (Cont'd) 
4- 195 JK2421 .N21m 1968 
National Municipal League. 
Model State constitution. 6th ed. Rev. New York, 1968. 118 pp. 
Like its predecessors, this model constitution is designed to be a practical aid 


for its emphasis on simplicity and rejection of the more elaborate compensatory device 
often found in existing constitutions. 


RECRUITMENT 

4-196 

Gentry, Dwight L. 
Campus recruiters' response to the changing educational structurs 
vol. 48, no. 5, September-October 1971, pp. 25-29. 


+ 


"This article reports the results of a study to determine 


recruiters rely on academic factors in evaluating the college gradua 

cant, and to explore recruiters' attitudes about some yf the current ] 

trends; the findings should be of value t oth loyers and educ 

the responsibility of guiding young people into a productive future. 
4-197 lel62 
Michigan State University. Placement Bureau. 

Survey of 346 employers covering current and future recruiting activities, 

John D. Shingleton and L. Patrick Scheetz. Ann Arbor, 1971. 13 p 

Survey of employers in business, industry and government regarding: 


graduates in selected disciplines; salary trends; college recruiting; and « l nt 
W 


d predictions for the next three vars. Includes field of "governmental administration 


4- 198 

Shaeffer, Ruth G. 
Campus recruiting--more dropouts? Conference Board record, vol. 9, no. 3, 
pp. 14-20. 


The 1972 Endicott survey indicates a continuing poor job market for n graduates. 
It also reveals that: salaries offered to on-campus recruits have not increased 


r 
since last year; opportunities for women are still more limited than those 


increase in the popularity of junior colleges. Statistics are furnish 


REDUCTION IN FORCE 


4- 199 


Collins, Richard S. and Edward V. O'Connell. 


ie ee Ce ; , 
“inimizing termination trauma and negative publicity. Personnel journal, v 51 
February 1972, pp. 125-128. , — 

Ar val ~ y ; ; 

An account of how Cowles Communications, Inc softened the effect of Look! lemi 
basis 8 “ «> SOL 4 Ul errect i LOO! aemis 
particularly on its employees. Efforts of Cowles Placement and Counseli S. i 

ment a! LOUNnSeling 1c 


relocate its employees are described. 


4- 200 
Hastings, Robert E. 
On keeping an organization lean and hungry. Business horizons, vol. 15, no. l, 
February 1972, pp. 17-22. 
Cuts in employees considered non-essential o1 
| 


m1 


" haw -OT . 
lla V ¢ \ COLIC Cc 


unprofitabl 


in personnel; how the "fat personnel" situation developed; how this situatior 


avoided in the future. 








those wishing to improve State constitutions in the United States. This model is notabl 


there has been a slight drop in freshmen enrollments at four-year institutions but an 


levels and on subject fields recruited, and comparisons are made between 1971 a 1972 


phenomena in the past two years. Article describes a fictional compan it back 
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REDUCTION IN FORCE (Cont'd) 





id 


4- 201 1e658 .Un35fe 
U.S. Civil Service Commission. 

FED facts on reductions in force in Federal agencies. Prepared by Office of Public 
Affairs. Washington, U.S. Govt. Print. Off., 1971. Leaflet. (FED facts 13) 

How the system operates; Deciding which employees lose or change jobs; Determining 
whether affected employees have rights to other positions; Special retirement procedure 
in RIF's; Helping career and career-conditional employees find other government jobs; 
Reduction in force appeals; Reduction in force in "excepted" positions. 

Supersedes Pamphlet 41. 


REMOVAL 


4- 202 le688 .F66g 
Florida. Professional Practices Council. 


Guidelines for dismissal for incompetency. Tallahassee, 1970. 


S pp. 


Primarily concerned with removal of the professionally incompetent educator. Covers 


case preparation, complaint and review, and the hearing. Includes checklist. 
[SEARCH ADMINISTRATION 


Fried, Louis 


T ni+¢+ ~m ¢ vv rnr ‘ ++ 7 r r M ; 
Don't smother your project in people. Management adviser, vol. 9, no. 2, March- 
pril 1972, pp. 46-49. 





poses Fried's : "There is an inver -elati ip bet cF 1 
roposes Fried's Law: "There is an inverse relationship between effectiveness 


n) a a n ceive . « mr vw + 2 at na s + 4 
ion) and group size in complex technical projects (such as programing, 
electronic design engineering, etc.)." 


Pp c ~ + - r for n std . } . : 
Presents a formula for computing productive time and the per cent of productive tim 
f groups, and urges its use in planning complex 


* technological projects. 





4- 204 Ta5l ~5a9m 
Sa R. and Margaret K, Chandler. 

e syste rganizations for the future. New York, Harper and Row, 

pe 

a ae ‘a 


ved as the basis for this research. ... The objective of this volume is to 

construct the traditional management functions in the context of complex 

| Selected contents: 

roject manager: organizational metronome; The project manager's interface with 
ists; Motivating systems responsibility; Technology and social administration. 





nning, organizing, staffing, directing, controlling...." 












Bed: ‘ drew J 
ay cuts popul pensions are the result. ’ension and welfare news, vol. 8, 
- 3, March 1 13-14, 23, 36-38. 
xplai sala reduction pension plans which "allow employees to defer a portion of 
their future cash compensation into a tax benefited fund for the purpose of providing 
supplemental retirement benefits."' Also discusses the possible expansion of the 
alary reduction principle into portable pensi la 
G- 206 
Manion, U. Vincent 
Why employees retire early. Personnel journal, vol. 51, no. 3, March 1972, pp. 183-187, 
at 
This survs y of early retires Sy, conducted by the nive rsity of Oregon, explored reasons 
for and attitudes about retirement before age 65. lrhose who retired voluntarily wer 
differentiated from those who saw their retirement as involuntary in some way. 
4. 2 
f4yer, Mitchell 
ar] retirement. Conference Board record, vol. 9, no. 5 March 1972, pp. 62-64. 
Reports on a Conference Board survey concerning retirement on pension before 65. 
Topics covered include: prevalence of plans, eligibility, and percentage of employees 
taking advantage of plans. statistical tables. 
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RETIREMENT 








(Cont'd) 
4- 208 or 
U.S. Civil Service Commission. 

FED facts on the civil service retirement system. Prepared by Office of 








Affairs. Washington, U. S. Govt. Print. Off., 1971. 7 pp. (FED facts 3 
4- 209 le71: WS; 
West Virginia. Public Employees Retirement System. 

Your retirement system; West Virginia handbook. Charleston, 1970. 62 


RETIREMENT - -PLANNENG 


4- 210 
Henderson, Holly M. 
When retirement becomes a way of life. Conference Board record, 


March 1972, pp. 46-61. 











Reports on a Conference Board forum at which 100 executiv scussed 
from many points of view. The forum focused on ways in Cc i 
society can helpthe individual face retirement without t and ad 
change. 
ha wal 
Newton, Blake [., Jr. 
Preretirement planning--the imp 1s are now. si and f 
no. 3, March 1972, pp. 11-12, 50. 
Cites the significance of pre-retirement planning noted at both 
Conference on Aging and the Institute of Life Insurance. Outlines s 
management might take in directing its attention to the older 
he 222 : 
U.S. Bureau of Labor Statistics, 
3 budgets for a retired couple in urban areas of the United States, 196 : ling 
ton, U.S. Govt. Print, Off., 1972. 29 pp. 
Supplement to Bulletin 1570-6. 
SAFETY 
a. Zi 
Benton, Lewis R. 
Safety means planning. Management review, vol. 61, no. 2, February | ; . 28-32. 
Discusses the need for a well organized company health and safet gra d 
should comprise. Includes a guide for determining accident frequency and verit 
so that company rates can be compared with those issued by th 
Statistics. 
4. 214 
Lyons, Jerome M. 
Safety: the company, the committee and the committed. Personn 
no. 2, February 1972, pp. 95-98, 137. 
Stresses the importance of having employees participate in the safety g 
Outlines a successful program Tun primarily by hourly employees under tl idminis 
of one staff employee. Furnishes a detailed plan of the organization and func 
the Workmen's Safety Committee in this program. 
4e 215 i 
Schauer, Lyle R. and Thomas S. Ryder. 

New approach to occupational safety and health statistics. 

vol. 95, no. 3, March 1972, pp. 14-19. 

Explains the recordkeeping program author r th cc 
Health Act of 1970. Although employees prote he C cc 
and health laws, as well as State and local >] » a XC 





coverage, participating Stateswill provide comparable coverage f 
the near future. 
Insert: "The safety law in brief," p. 17. 








SAFETY (Cont'd) 

ba’220 

Stafford, Samuel. 
Many firms will stub toes against new safety agency. Government executive 
no. 3, March 1972, pp. 51-53. 

Reports on the Williams-Steiger Occupational Safety and Health Act of 1970. Whil: 
the Act does not cover Federal, State, and local government employees,.it does direct 
Federal agencies to maintain health-safety standards consistent with standards set 
forth by the Occupational Safety and Health Administration (OSHA); and there is 
tial for State and local government employee coverage. Article cover 
the OSHA, criticism of 


5 WOR GS, 


poten- 
s operation of 
the Act, and possible problem areas. 


4- 217 
Weren, Arthur D,. 
Occupational safety and health--what the new Act means. Personnel, vol. 48, no. 5, 


September-October 1971, pp. 41-48. 
Questions and answers relating to the Occupational Safety and Health Act of 1970-- 
procedures to be followed, employees' reports, and supervisors' obligations. 








4-218 


News 


iM 5 R ybert Wsg5IT eo 


[he industrial engineer moves up to the driver's seat. Management review, vol. 61, 
no. 3, March 1972, pp. 20-23. ‘ 
The President of the American Institute of Industrial Engineers endorses th 

current trend in which industrial engineers are moving into managerial posts. 
ha 319 Iel72 .Unl7sc 1969 
U.S. Bureau of Labor Statistics. 

Scientific and technical personnel in industry, 1969. Washington, U.S. Govt. Print. 

O£f.,5 1972, 35 pp. (Bulletin 1723) 


; 

. i 

Tables 8-11: Employment of scientists and engineers in Federal government work, by 
agency and industry and all agencies by industry. 





a! ROGR AM 
4- 220 
Astor, Saul D. 
Twenty steps to preventing theft in business. Management review, vol. 61, no. 3, 


March 1972, pp. 10-15. 
Outlines precautionary measures to protect plant and office fr 
ternal sources of theft 


4- 221 
Burglar-proof your office. Supervisory management, vol. 17, no. 3, March 1972, pp. 28-29. 


An office security checklist for the supervisor. 


Condensed from Office Security Checklist, published by Bolen Industries. 





Campion, James E. 


: Work sampling for personnel selection. Journal of applied psychology, vol. 56, no. 1, 
February 1972, pp. 40-44, 
"Concurrent test validation data were collected to examine the effectiveness of a 
work-sampling methodology for predicting work criteria."" Subjects were 34 male main- 


tenance mechanics who were being considered for one position. From the findings, author 
several aspects of personnel decision making could be affected by a 

hat used a behavioral consistency approach to determine a candidate's quali- 
fications and/or deficiencies in hiring or promoting him." 


concludes that " 


strategy 
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SUPERVISION 
A. 223 
Barton, Grant E. and Harold T. Smith. 
Managing a reward s*-ucture. Administrative management, vol. 33, no. 2, 
pp. 87-88. 
The author visualizes managing people as managing a reward syst 





praise and to ignore inappropriate behavior or rep] 








Anthony, Philip and William P. Anthony. 
Now hear this: some techniques of listening. Supervisory mana 
March 1972, pp. 19-24. 
The importance of a supervisor being a good listener is emphasi 
: . 





can prove helpful in maintaining beneficial interpersona 


when identifying problems, handling grievances, grasping n ideas, a 
interviews and group meetings. Hints on comunicating with an angr 
dinate are also included. 
he 225 
Gibbons, Charles C, 
lime: you can make a friend of a foe. Supervisory management, vol. 17, 
1972, pp. 2-4, 6-11. 
Guidelines to help a supervisor mak ffective F time. C 
cation, delegation, paperwork, and meetings are some of the topics c 
4- 226 
Leyinson, Robert E, 
Are you afraid to develop talented subordinates? Supervis nag 
59 March 1972, pp. 12-14. 
Author warns against the supervisor who feels threatened by the tal 
and therefore does not help to develop their potential. For t len 


supervisor, he provides clues for recognizing and encouraging 


McConnell, John H. 
The assessment center: a flexible program for supervisors, ersonnel, 
September-October 1971, pp. 35-40. 
Reviews steps used by the American Management Association's Multi 
developing and testing a supervisory-level assessment center t¢ t 
smaller company and be within its means. 


SUPERVISORS- -TRALNLNG 











l »9OR 
4- 22 
Styles, Paul L. and others. 
Pre-supervision training. Personnel journal, vol. 51, no. 3, March lL‘ 
). In order to offset a high number of anticipated retirements during 
Marshall Space Flight Center initiated a program to provide pre-supervi 
for high potential professionals currently serving in non-supervisor 
gram, which will train 220 employees by 1974, is described in detail. 
TESTS 
7 ; »9Q 
&: 22 


Byham, William C. and Morton E. Spitzer. 


Personnel testing: the law and its implications. Personnel, vol. 48, 
ior October 1971, pp. 8-19. 
Article based on a chapter in the authors' book The Law and Pers 





reviews legislation and executive orders for promoting equal employ, 


Griggs vs. Duke Power Company, and union activity aimed at controlling 
is on the use of tests for selection and promotion and on how companies 
the law. 














to be specific with both praise and criticism, to reenforce desirable behavi 


ylace it with desired acti 





discusses State fair employment practices commissions, the Supreme Court' 
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TESTS (Cont'd) 


4- 230 S/] 
Herrnstein, Richard. 
1.0, Atlantic, vol. 228, no. 3, September 1971, pp. 43-58, 63-64. 
Traces the development of the measuring of mental ability and discusses research 
findings. Concludes that "... other tests of human potential and performance should 


supplement the 1.Q. in describing a person's talents,interests, skills, and shortcomings. 
The biological stratification of society would surely go on whether we had tests to gauge 
it or not, but with them a more humane and tolerant grasp of human differences is 


possible." 


4- 231 
Kulhavy, Raymond W. 
Personnel testing: validating selection instruments. Personnel, vol. 48, no. 5, 


September-October 1971, pp. 20-24, 
\ discussion of test validation procedures to conform with Title VII of the Civil 
Rights Act of 1964 and guidelines stemming from this law. 


4- 232 

O'Leary, L. R. 
Is employment testing a thing of the past? Personnel journal, vol. 51, no. 3, 
March 1972, pp. 170-172. 


Cautions that the abandonment of testing in the face of charges of discrimiracion 
actually weakens the selection process. A more reasonadle approach is seen to be one 
in which the tests are properly validated. 


4. 233 Ie179 .Un35p 
U.S. Civil Service Commission. 
Preparing for the Federal Service Entrance Examination; sample questions and suggestions 
on how to do your best when you take the test. Prepared by Bureau of Recruiting and 
Examining. Washington, U.S. Govt. Print. Off.,; 1970. LS: pp. (Supplement to 
Announcement no. 410). 


TRAINING 
4. 234 
Murphy, John R. 
Is it Skinner or nothing? [raining and development journal, vol. 26, no. 2, February 
1972, pp. 2-8. 
A discussion of B. F. Skinner's behavior and learning theories as expressed in his 
recent book, Beyond Freedom and Dignity, and of the relevancy of his ideas to training. 





4- 235 


| Podnos, Ira. 

: The "consultat‘ve" method of training. Personnel, vol. 48, no. 5, September-October 

\ L971, op. 53-59. as 

4 Explains "process /interpersonal/ consultation" in training and presents a case 

L) history to illustrate how it works. Concludes that this type of program can prove to 

4 be an on-going cost-reduction device. 

s 

4- 236 le428 .Schlv 


Schaefer, Carl J. and Jacob J. Kaufman, eds. 
Vocational education; social and behavioral perspectives; a report prepared for the 
Massachusetts Advisory Council on Education, Lexington, Mass., Heath, 1971. 208 pp. 
Includes a paper by Ivor Berg,’ Manpower analysis and vocational education; problems and 
perspectives," and one by Richard A. Gibboney, "The social context, poverty, and voca- 
tional education," 
Papers ... presented at a symposium conducted in Boston, Massachusetts, November 28 
and 29, 1967, and responses to these. 


36 
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TRAINING. (Cont'd) 


4- 237 

Schiffhauer, Joseph A. 
Developing human resources through an employee upgrading program. 
vol. 51, no. 3, March 1972, pp. 199-203. 


Pp 


Increased emphasis on minority employment and advancement calls for the e 
of new and more meaningful criteria for development of the individual. 


match them with corporate objectives. This article sets new guidelines 
ful in setting up a meaningful program." 

4- 238 

Swann, T. A., Jr. and Russell C. Cox. 
How training perked up morale at Maxwell House. 
February 1972, pp. 4-11. 


how an improvement in a training program can effect a corresponding impr 


ff 


relations, manpower scheduling, morale, efficiency and supervisory effec 


TRALNLNG- -ADMINLSTRATION 
4. 239 
U.S. Civil Service Commission. 


c 


Office of Evaluation and Management Systems. Washington, 1972. 8 pp. 


Limited copies available from issuing office. 


TRALNING- - DEPARTMENTS 
4. 240 
Broadwell, Martin.M. 


1972, pp. 24-27. 


cusses each case, pointing out where the trainer went wrong. 
4- 241 
Engle, Herbert M. 
When, how and why to use training consultants. 
vol. 9, no. 2, February 1972, pp. 37-38. 
Ten important considerations to be examined by the training directo 
an outside consultant. 
A list of training consultants follows (pp. 39 and 42). 
4- 242 
Kenny, Terence P. 
Professional examinations for British training staff. 
, journal, vol. 26, no. 2, February 1972, pp. 40-43. 


for personnel and training staffs, criticism of the exams and answers t 


1d TRAINLNG- - EVALUATION 


Miller, Theron F. 
How to develop and evaluate industrial training programs. 
February 1972, pp. 20-21. 


ting realistic training objectives. 








1 
ersonne 


costs and evaluate the number of employees to participate in a formal upgrading 
it is necessary to first identify the deficiencies existing in the emplov 


Management review, vol. 


This report on a new training program at Maxwell House's Houston plant 


A training cost model. Prepared by Bureau of Training, Training Management 
Training cost model designed to "simulate the behavior of training cost 


various specified conditions." Step-by-step procedure enables one to predict 
a proposed training course or to reconstruct cost of a course already past 


How professional are you? Training in business and industry, vol. 9, no. 


Six case studies furnish examples of unprofessional training directors. 


Training in business and 


Reports on examinations set up by the British Institute of Personnel 


Supervision, 


Included in this discussion of organizing and evaluating a training program a 
following: trainee selection, various types of teaching methods, setting and communica- 


journal, 


"The old guidelines are no longer adequate as a basis for upgrading an individual 
tablishment 
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4. 244 


Fenn, Margaret. 
The manufacturing game. Training and development journal, vol. 26, no. 2, February 
1972, pp. 30-35. 
A business game which can be used for a variety of learning objectives. 


4- 245 Te400 .H88d 
Human Resources Research Organization. 
The development of a low-cost performance-oriented training model, by Kenneth Wein- 
garten and others; symposium presented at the American Psychological Association Con- 
vention, Miami Beach, Florida, September 1970. Alexandria, Va., 1970. 8 pp. 
(Professional paper 32-70) 
Describes a training model growing out of HumRRO work unit APSTRAT (term derived 
from the words aptitude plus strategy). It is designed to provide an alternative 
training device to the lecture method for the heterogeneous army population. 


. 246 
rs 1e409 .L53i 
Lekan, Helen A., ed. 
Index to computer assisted instruction. 3d ed. New York, Harcourt Brace Jovanovich, 


1971. 390 pp. 


Arranged by subject with indexes by central processor, programming language, in- 
structional logic and source. 


4h. 247 1e508.5 .1In35a 
U.S. Civil Service Commission. 
As you were; Vietnam era veterans in Federal employment. Prepared by Bureau of Recruit- 
ing and Examining, Manpower Sources Division, Office of Public Policy Programs. Wash- 
ington, U.S. Govt. Print. Off., 1972. 45 pp. (BRE- 34) 


Pictures and brief write-ups on veterans at work in the Federal civil service. 


4- 248 Ie41l .Ef7v 
Efrein, Joel L. - , sie 

Video tape production and communication techniques. Blue Ridge Summit, Pa., Ta 

Books, 1971. 252 pp. 
4- 249 Te411l  .Un35v 


U.S. Civil Service Commission. 
Visual materials; guidelines for selection and use in training situations. Prepared 
by Bureau of Training, Training Assistance Division. Washington, U.S. Govt. Print. 
Octes 29710 16 pp. (Training systems and technology series no. 6) 
Available from U. S. Government Printing Office, $.30. 
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Bray, Douglas 


4. 
Manis, Laura G. and June Mochizuki. 


4-255 
Scotch, C. Bernard. 


250 
rican Bar Association, Section on Individual Rights and Responsibilities. 
Report. Congressional record, vol. 118, no. 28, February 28, 1972, p.S2707. 

Report points out that though women comprise approximately 40 percent of the work 
force, they are underutilized and have not received equality in promotions or remunera- 
tion. Recommends that the American Bar Association support constitutional equality for 
women. 


251 
We 
The assessment center: opportunities for women. 
October 1971, pp. 30-34. 

Explains how assessment centers work and suggests that their extended use might go a 
long way toward opening promotional employment opportunities for women (both on manage- 
ment and lower levels) as well as for minority-group males. 


Personnel, vol. 48, no. 5, September- 


252 


Brenner, Marshall H. 


Management development for women. 
pp. 165-169. 

Eleven recommendations are offered for action in the areas of selection, placement, 
and development of women for managerial positions. 


Personnel journal, vol. 51, no.3, March 1972, 


253 
Search for fulfillment: a program for adult women. Personnel and guidance journal, 
vol. 50, no. 7, March 1972, pp. 594-599. 

Reports on Search for Fulfillment, a workshop sponsored by Western Michigan Uni- 
versity Counseling Center and its Division of Continuing Education to assist adult 
women wishing to resume their education or careers. Two major phases are: removing 
psychological blocks keeping women from changing life styles and presenting women with 
the opportunity to realistically assess their opportunities, skills and abilities. 


- 254 Iel54 .Or3r 
rganisation for Economic Co-operation and Development. 
Re-entry of women to the labour market after an interruption in employment, by B. N. 


Seear. Paris, 1971. 135 pp. 

Explores the need for women to return to work, steps being taken to make it possible, 
the adaptation of training to meet the needs of older women and the effectiveness of 
these measures. The participating countries were, Canada, Denmark, France, the Federal 
Republic of Germany, Italy, the Netherlands, Sweden, the United Kingdom and the United 
States. 


S/C 
Sex status in social work: grist for women's liberation. Journal of the National 
Association of Social Workers, vol. 16, no. 3, July 1971, pp. 5-11. 

Discussion of sex bias in the social work profession includes: reasons for discri- 
mination in salary and upward mobility, effect of the tightening of the job market for 
MSWs, and increasing competition for administrative jobs between men and women. The 
author states that the profession has done little to combat sex discrimination and 
feels that the problem must be faced now. 


-- 
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4- 256 Iel54 .T48a 
Time (periodical). 


The American woman. New York, 1972. 104 pp. (Time, vol. 99, no. 12, March 20, 
1972) 

This special issue of Time explores all aspects of the life of the contemporary 
American women--her role in art, politics, law, journalism, science, etc. 


4- 257 1e154.5 .Un35st 1970 
U.S. Civil Service Commission. 
Study of employment of women in the Federal government, 1970. Prepared by Bureau of 
Manpower Information Systems, Manpower Statistics Division. Washington, U.S. Govt. 
Peiat. O£6., 1972. 236 pp. (Pamphlet SM 62-06, December 1971) 
Statistics on employment of women by grade and agency, by special occupational 
category and by occupational group. 
Prepared for the Federal Women's Program. 
Available from U. S. Government Printing Office, $1.75. 


4- 258 Ie52 .Un98f£ 1955-70 
U.S. Women's Bureau. 
Fact sheet on the earnings gap. Washington, U.S. Govt. Print. Off., 1972. 6 pp. 
Data comparing men’s and women's earnings from 1955-1970, generally; by occupation; 
by years of school completed; by starting salary for college graduates; and in selected 
scientific fields. 


4e 259 

Verway, David lI. 
Advance to the rear for women. MSU business topics, vol. 20, no. 1, Winter 1972, 
pp. 53-62. 


Although the percentage of women in the work force has increased since 1950, their 
progress has been slow in terms of earnings and promotions. Bureau of the Census 
statistics on types of work, degrees received and marital status of working women are 
given. Article also notes problems encountered by women vying for top jobs, and cites 
examples in the field of medicine, education and the Federal Government. 


4- 260 
Women in the law. Juris doctor, vol. 2, no. 6, March 1972, pp. 5-6, 12-13+, 

Articles consider such issues as the admission of women to law school, equal status 
in the legal profession and women in politics. 

Contents: Women on the march: liberte, egalite, sororite, by Janet Spencer; Women's 
legal groups: armed and ready; An "A" in activism for law school women, by Anne 
frebilcock; All lawyers are equal, but some are more equal than_others (say the women's 
liberationists), by Roger Boyle; Mink is a girl's best friend /interview with Congress- 
women Patsy Mink/, by Claudia Dreifus; Lightweight answers for a heavyweight problem, 
by Cindy Gitt. 


YOUTH 


J 


4- 261 HQ796 .Un27c 1971 
U.S. Bureau of the Census. 
Characteristics of American youth: 1971. Washington, U.S. Govt. Print. Off., 1972. 
37 pp. (Current population reports, special studies series P-23) 

Covers population, educational attainment, school enrollment, voting, migration, 
marital and family status, employment status and occupation, and income. 
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